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1. OBIIUE CBEJAEHUWA O AUCHUIIJIMHE

1.1. HammeHoBaHue TUCITHIIIINHBI

Pabouas nporpamma nucuurinibl « KagpoBoe Ae10npou3BOACTBO U APXUBBI
JIOKYMEHTOB IO JJMYHOMY COCTaBY» MpeJHa3HaueHa /Jisi 0aKaJlaBpOB (B TOM YHCIIE
JUISL  MHKJIIO3UBHOTO OOpa3oBaHWs WHBAJIMIOB M JIMIl C OrPAaHUYECHHBIMU
BO3MOKHOCTSIMU ~ 3[IOPOBbsI), OOydYalolmUXcsi 1O HaMpaBiICHUIO MOATOTOBKHU
46.03.02 «JIOKyMEHTOBEJICHE M apXUBOBEJACHHUE», MNPO(UIb IOATOTOBKU
«/lokymeHnTanmonHoe oOecrieueHue YIpaBieHUs», Ha Kadenpe OUOIMOTEYHO-
WHOOPMAITMOHHOW  JCSITEIBHOCTH, JIOKYMEHTOBEIACHUS W  aApXHBOBEIACHUS
XabapoBCKOrO TOCYAapCTBEHHOIO HHCTUTYTa KyJIbTYpbl, B COOTBETCTBHH C
denepanbHBIM TOCYAApCTBEHHBIM 00pa30BaTEeNbHBIM CTaHAAPTOM  BBICIIETO
oOpa3oBaHus, yTB. NpUKa3oM MuHHCTepcTBa 00pa3oBaHuss U Hayku P® or
06.03.2015 r. Ne 176.

1.2. MecTo IUCHMIUIMHBI B CTPYKTYpe 00pa30BaTe/1bHOM NPOrpaMMbl
Jucnnmumaa «KagpoBoe nemonpou3BOACTBO M ApXUBBI JOKYMEHTOB 10
JUYHOMY COCTaBY» SIBJISICTCS MUCIMILINHOW BapuaTuBHOM Yacth (0s10k b1.B.03).
JlaHHasT AUCUMILIMHA OINHUPAETCs Ha 3HAHWs, IOJYYEHHBIE B paMKax
JUCHMIUIMH 0a30Boil yacTu («OpraHu3anusi ¥ TEXHOJIOTHS JTOKYMEHTALHOHHOIO
o0ecrieueHus yopaBleHUs», «ApxuBoBereHue», «TpynoBoe mpaBo»), U
IPOAODKAET pa3BUBaTh KOMIETEHIIMIO 00YYAIOIIKUXCS 110 UCIIOJIb30BAHUIO MTPABHUII
OpraHM3allMd BCEX JTaloB pabOThl C JOKYMEHTaMH, BXOJASIIMMU B COCTaB
KaJpOBOI0 JEJI0IPOU3BO/ICTBA.

1.3. Ilesib 0ocBOEHMSI AMCHMILIMHBI
[{ens MUCIUTIIMHBI - U3yYEHUE COBPEMEHHOW CHCTEMBI JOKYMEHTAIMH TI0
JUYHOMY COCTaBy; (OpMHUpOBaHHE y CTYICHTOB paIllMOHAIBHBIX ITOJAXOJ0B K
pEIICHUIO 3a7ad OpraHu3alid paboThl ¢ JOKyMEHTaMH B KaIpOBOW CIYkKOe;
dbopMHpOBaHHEe YMEHHMI OOECICUeHUs XpaHEHUS JITOKYMEHTOB I10 JUYHOMY
COCTaBy.

1.4. Ilnanupyembie pe3yabTaThl 00y4eHHS M0 TUCHUILIHHE

Kon ®opmMyanpoBKAa YpoBHHn IInanupyemsie pe3ybTaTbl 00y4eHUS
KOMIIeTeHIINU OCBOEHHUSI
[K-17 Brnanenne meromamu | Iloporoseiii | MMeer oOmiye, HO He CTPYKTYPHPOBAHHBIE 3HAHUS O METOJIaX
3aIIUTEI YPOBEHb 3aIIUTHl HHPOPMAIMHU B KaJPOBOH Cryx0e.
nHdopmannu B nenom ycnemnsoe, HO He CUCTEMAaTHUECKU OCYILIECTBISIEMOE

yMeHHE paboTaTh C pa3HBIMU METOIaMH 3alIUTHl HHPOPMAIHU
B KaJpOBOH cIyxk0e.

B nertom ycreniHoe, HO He CUCTEMaTHYECKOE BIIaJICHHE
HaBBIKAMH CaAMOCTOSTEIILHOMN 3aIIUThI I/IH(I)OpMaLU/II/I B
KaJIpOBOH ciryx0e.

Crangaptaeiii | ChopMupoBaHHBIE, HO COIEPIKAIIUE OTAENIbHBIE MPOOEITHI
YPOBEHb 3HaHUS 0 METOJIaX 3alIUTHI HHPOPMALIUH B KaJIPOBOH CITyKOe.

B miestom ycmemniHoe, HO cofepikariee OTAeIbHBIE TPOOeIThI

yMeHHE paboTaTh C pa3HBIMH METOIaMH 3alIUTHI HHPOPMALIUU
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B KaJIpOBO# Ciryx0e.

B 11e710M ycrienHoe, Ho cofiepaKaliiee OTaesIbHbIe IPOOeIbI
BJIaJICHUE HABBIKAMU CAMOCTOSTENbHOMN 31U Thl HHDOPMALIUH
B KaJIpOBOH ciryx0e.

DTan0HHBII
YPOBEHB

CdopmupoBaHHEIE CHCTEMaTHIECKIE 3HAHUS O METOIaX
3aIIUTHl HHPOPMAIMHU B KaJIpOBOH Ciryx0e.
ChopmMHpoBaHHOE CHCTEMATHYECKOE YMEHUE paboTaTh ¢
Pa3sHBIMU METOaMH 3aIIUThl HHPOPMAINH B KaJAPOBOH
ciyxoe.

YcnenHoe u mociae10BaTeIbHOE BIIaICHHE HAaBBIKAMHU
CaMOCTOSITEIFHOH 3aIMThI HKHPOPMAITUH B KaIPOBOH CITykOe.

[K-25

Bnanenne
HaBBIKAMU
MOATrOTOBKHU
YIpaBICHIECKUX
JOKYMEHTOB U
BeJIEHHUS OEJIOBOU
MePEenUCKU

IToporosslit
YPOBEHB

Nmeet o0mue, HO HE CTPYKTYyPHUPOBAHHbIEC 3HAHUS O
HMOJATrOTOBKE YIIPABIECHYECKUX JOKYMEHTOB U BEIEHHS JEIOBON
TIEPEMICKH B KaJpOBOH CIryK0e.

B nenom ycnemsoe, HO HE CHCTEMAaTHYECKH OCYLIECTBISIEMOE
YMEHHE MOATOTOBKH YIPABICHYECKUX JOKYMEHTOB U BEACHUS
JIEIIOBOH TIEPETIHCKH B KaJIPOBOii CiTykOe.

B nienom ycmerniHoe, HO He CUCTEMaTUUYECKOE BIaJiCHHUE
HaBBIKAMHU CaMOCTOSTEIbHOM IMOATOTOBKH YIIPABJICHYCCKUX
JIOKYMEHTOB U BEJICHUS 1€JI0OBOM MEPENUCKU B KaJpOBOU
ciyxoe.

CranpapTHBIN
YPOBEHb

CdopmupoBaHHbIE, HO COJCPKAIIIE OTACIbHBIC MPOOCIIBI
3HaHUA O IOATOTOBKE YIIPABJICHYECKUX JOKYMCHTOB U BEACHUS
JIEJIOBOM TIEPETTUCKH B KaJIpOBOIl CirysK0e.

B mermom ycmemniHOe, HO coeprkaliiee OTACIbHBIC TPOOEIIBI
YMEHHE TIOATOTOBKH YIPABICHICCKUX TOKYMEHTOB U BEACHUS
JIEIIOBOH TEePETHCKU B KaJIPOBOH CITyKOe.

B mermom ycmemiHOe, HO coeprkaliee OTACIbHBIC TPOOEIIBI
BJIa[ICHIEC HABBIKAMH CAMOCTOSITEIBHOM ITOITOTOBKH
YHOpaBJICHYCCKUX JOKYMCHTOB U BCACHUA I[eHOBOPII MEPECIrCKU
B KaJ[pOBO# cyxkoe.

DTaIOHHBIN
YPOBEHb

CdopMupoBaHHBIC CHCTEMATHYCCKUE 3HAHUS O TIOATOTOBKE
YHOpaBJICHYCCKUX JOKYMCHTOB U BCACHUA ,Z[eJ'IOBOfI TICPCIUCKU
B KaJ[pOBO#i CcIyxk0e.

ChopMHPOBAaHHOE CUCTEMATHYECKOE YMEHHUE MOATOTOBKH
YHOpaBJICHYECKUX JOKYMCHTOB U BCJICHUSA I[eJ'IOBOﬁ TIEPEIUCKU
B KaJIpOBO# CITyk0e.

Vcnentoe u mociieIoBaTeNbHOe BIIAJICHHE HaBBIKAMHU
CaMOCTOSITENIFHOMN MOATOTOBKY YIPAaBJIEHUECKUX JIOKYMEHTOB
BEJICHHSI JIETIOBOM TIEPENHUCKY B KaJIPOBOH CIryk0e.

[K-32

Biagenne
3aKOHOJATEILHOM U
HOPMATHBHO-
METOIUYECKOUN
Gazoil
nHpopMannoHHO-
}:[OKyMeHTaL[I/IOHHOFO
obecrnieyeHus
yIIpaBJICHUA U
apXUBHOTO JIeNa,
CIIOCOOHOCTEHIO
OpPHUEHTHPOBATHCS B
IIpaBOBOIi Oaze
CMEXHBIX 00J1acTei

IToporosslit
YpOBEHb

Nmeet o0mmne, HO HE CTPYKTYPUPOBAHHbIE 3HAHUS O
3aKOHOJIaTEIEHON M HOPMaTHBHO-METOANIECKON 0a3e
nH(pOpMaMOHHO-TOKyMEHTAMOHHOTO 00eCIeYeHNS
YIpaBJICHUS U apXUBHOTO JIeJia, B IPaBOBOI 0a3e CMEXHBIX
o0acTel, IPUMEHSIOMUXCS B IIPOLIECCE AeITEIbHOCTH
KaJpOBOM CITyKOBI.

B niestom ycmemnsoe, HO He CHCTEMaTHYECKH OCYIIECTBISIEMOE
yMeHHe paboTaTh ¢ 3aKOHOIaTeIbHOW M HOPMaTHBHO-
METOIMUeCKOit 6a30it MHPOPMALMOHHO-I0KYMEHTALHOHHOTO
obecrieueHns ynpaBJICHHSI 1 apXUBHOTO Jielia, B IPaBOBOi Oa3e
CMEXHBIX 00J1acTel, IPUMEHSIOINXCS B IIpoLiecce
JIeSITEIIbHOCTH KaJIPOBOI1 CITy KOBI.

B nenom ycnemnnoe, HO He CUCTEMaTHUECKOE BIaJJCHHUE
HaBbIKaM1 pabOoThI C 3aKOHO/IATEIbHON 1 HOPMATHBHO-
MeToan4YecKoi 6a30ii nH(POPMATMOHHO-TOKYMEHTAIIMOHHOTO
obecrieueHus yIpaBlIeHUs] U apXUBHOTO JeNia, B TIPaBOBOi Oaze
CMEXHBIX 00J1acTel, MPUMEHSIOMNXCS B TIpoIiecce
JISSITETIHHOCTH KaJPOBOH CITYXKOBI.

CranpapTHBIN
YPOBEHb

CdopmupoBaHHBIE, HO COIEPKAIIUE OTAEIbHbBIE MPOOEIHI
3HAHUS O 3aKOHOAATE/IbHOW U HOPMATHBHO-METOINIECKOM Oa3e
MHGOPMAMOHHO-A0KYMEHTAITMOHHOTO 00eCTIeUueHuUs
YHOpaBJICHUS W ApXUBHOTO JIENa, TIPAaBOBOH 0a3e CMEKHBIX
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obacTei.

B mesom ycreniHoe, HO cofepiKaliiee OTASIbHbIE TPOGeIbI
yMeHHe paboTaTh ¢ 3aKOHOJATEIbHOW 1 HOPMaTHBHO-
MeToam4decKoit 06a30ii HHPOPMATMOHHO-TOKYMEHTAIIMOHHOTO
obecrieueHns1 ynpaBJICHHsI 1 apXUBHOTO Jielia, IpaBoBoi 0a30ii
CMEXHBIX 00J1acTel, IPUMEHSIOIINXCS B IIpoLiecce
JIeSITEJIbHOCTH KaJIpOBOI1 CITyKOBI.

B 1ienom ycrenrHoe, HO cozepakaliiee oOTesbHbIe TPOOeIbI
BJIaZICHUE HaBbIKaMU pabOThI C 3aKOHOATEIBHON U
HOpPMAaTHBHO-MeTOAnYecKoi 06a30it nHPpOPMATMOHHO-
JOKYMEHTAIIHOHHOT'O 00ECIICUeHNUs yIIPABICHUS U ApXUBHOTO
Jierna, IpaBoOBOM 0a301 CMEXHBIX 001acTel, IPUMEHSIOIINXCS B
npolecce AesTeIbHOCTH KaJpOBOH CITyKOBI.

DTan0HHBII
YPOBEHb

CdopmupoBaHHEIE CHCTEMaTHIECKIE 3HAHUS O
3aKOHOJATEIbHON W HOPMaTUBHO-METOANIECKO Oa3e
HHPOPMAINOHHO-IOKYMEHTAIIIOHHOTO 00eCIICUeHUS
YIpaBJICHUS W apXUBHOTO JIeNa, TIPABOBOM 0a3e CMEKHBIX
o0acTeil, MPUMEHSIIOIIUXCS B IPOLIECCE JACITEIBHOCTH
KaJpOBOU CITyKOBI.

CdopMupoBaHHOE CHCTEMAaTHYCCKOE YMEHHUE PabOoTaTh C
3aKOHOJATEIHLHON U HOPMAaTUBHO-METOINYECKOM 6a30it
HHPOPMAMOHHO-IOKYMEHTAI[HOHHOT'O 00eCIICUeHUS
YIpaBJICHUS U apXUBHOTO JIeJIa, CIIOCOOHOCTHIO
OpHEHTHPOBATHCS B IPAaBOBOH 0a3e CMEKHBIX 00IacTei,
MIPUMEHSIOINXCS B TIPOIIECCE NESITEIBHOCTH KaApOBOH
CITYKOBI.

YcnenrHoe u mociaeI0BaTeIbHOE BIaIcHHE HaBBIKAMHU paOOTHI
C 3aKOHO/IaTeIFHOW 1 HOPMaTHBHO-METOIUIECKOM 0a30i
HH(POPMAMOHHO-IOKYMEHTAI[HOHHOT'O 00eCIICUeHUS
YIpaBJIECHUS U apXUBHOTI'O JIeNa, IPaBOBOil 6a301 CMEKHBIX
o0J1acTeil, IPUMCHSIOIIUXCS B IPOLIECCE ACITEIBHOCTH
KaJpOBOH CITykKOBI.

I1K-33

3HaHKe OCHOB

TPYIOBOTO
3aKOHO/IATEIbCTBA

IToporoBssiit
YPOBEHb

Hmeer o0mmue, HO HE CTPYKTYpUPOBAHHbIE 3HAHUS OCHOB
TPYZOBOT'O 3aKOHOJATENbCTBA.

B nenom ycnemsoe, HO HeE CHCTEMaTHYECKH OCYLIECTBISIEMOE
YMEHHUE IPUMEHATh OCHOBBI TPYIOBOI'0 3aKOHOAATEILCTBA B
MPAaKTUYECKOH AESTEIbHOCTH.

B nenom ycnemnHoe, HO He CUCTEMaTHYECKOE BIaJICHHUE
HAaBBIKAMU UCIIOJIb30BaHUS OCHOB TPYI0BOIO
3aKOHOJATEIbCTBA B MPAKTHYECKON AEATEIBHOCTH.

CraHJapTHBIH
YPOBEHb

CdopmupoBaHHEIE, HO COAEpIKAIIIE OTACITBHBIC IPOOCITBI
3HAHUS OCHOB TPYZOBOI'O 3aKOHOJATEIbCTBA.

B 11e510M ycrenHoe, HO coziepakaliiee oTaesIbHbIe TPOOeIbI
YMEHHE NMPUMEHSTh OCHOBBI TPY/I0BOT'O 3aKOHO/IaTEILCTBA B
MPaKTUYECKOU J1eATEeIbHOCTH.

B 1iestom ycmeriHoe, HO cofiepakaliee oTAeIbHbIE TPOOeIThI
BJIaJIEHE HAaBbIKAMU MCIIOJIb30BAaHUS OCHOB TPYI0BOTO
3aKOHOAATEIbCTBA B IPAKTUYECKOMN NEATEIbHOCTH.

DTaJIOHHBIA
YPOBEHB

C(bOpMPIpOBaHHLIC CUCTEMATHYCCKHUEC 3HAHUA OCHOB TPYAOBOI'O
3aKOHOAATCIIbCTBA.

C(l)OpMHpOBaHHOC CUCTEMATUYICCKOC YMCHUEC IPUMCHATDH
OCHOBBI TPYJOBOT'O 3aKOHOAATCJILCTBA B HpaKTH‘IGCKOﬁ
ACATCIbHOCTH.

VYcnentHoe u mocienoBaTeIbHOE BJIAACHHUC HABBIKAMH
HCIOJIB30BAHUA OCHOB TPYJA0OBOI'0 3aKOHOAATECIBCTBA B
HpaKTquCKOﬁ JACATCIIbHOCTH.

I1K-34

CoOiroaenne
TIPaBHJI U HOPM
OXpaHsbl Tpya

IToporossrit
YPOBEHb

Hwmeet obmye, HO HE CTPYKTYpPHUPOBAHHBIEC 3HAHUS O TPaBUIIaX
1 HOpMax OXpaHbl TPyAa, KOTOpPBIE 3a(h)NKCHPOBAHEI B
KaJpOBBIX JOKYMEHTaX.

B nenom ycnensoe, HO He CHCTEMAaTHYECKH OCYLIECTBISEMOE
yMeHHe COOJII0IaTh IpaByiIa 1 HOPMBI OXpaHbI TPy/a,
3a()MKCHPOBaHHbBIE B KA/IPOBBIX JJOKYMEHTaX.
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B mestom ycmernaoe, HO HE CHCTEMaTHYECKOE BIIaJCHHE
HaBBIKAMHU COOJIIOICHNUS IPAaBWII M HOPM OXpaHBI TPY/Ia,
3a)UKCHPOBAHHBIMH B KAJPOBBIX JOKYMCHTAX.

CraHmapTHBIH
YPOBEHb

CdopmupoBaHHEIE, HO COAEPIKAIIIE OTACTBHBIC IPOOEITBI
3HAHUS O IIPABUJIAX U HOPMax OXpPaHBI TPYAA, KOTOPhIE
3a()MKCHPOBAHBI B KaIPOBBIX JTOKYMEHTaX.

B 1enom ycrnenrHoe, HO cozepiKaline oT/IebHbIe TPOOeIIbI
yMeHHe COOJII0IaTh IpaBHiia U HOPMBI OXpaHbl TPy/a,
3a()MKCHPOBAHHBIE B KaJIPOBBIX JJOKYMEHTaX.

B 1ienom ycrnenrHoe, Ho cozepakaliiee oTaesIbHbIe TPOOeIbI
BJIAJICHHE HABBIKAMH COOJIIOICHNUS IPABHII M HOPM OXPaHBbI
TpyJa, 3aQUKCUPOBAaHHBIMH B KaJIPOBBIX JOKYMEHTAX.

DTam0HHBII
YPOBEHb

CdopmupoBaHHbIE CHCTEMaTHYECKUE 3HAHUS O TIPAaBHIIAX U
HOpMax OXpaHBI Tpya, KOTOpbIe 3aUKCHPOBAHbI B KaJPOBBIX
JOKYMEHTaX.

CdopmMupoBaHHOE CHCTEMaTHIECKOE YMEHHE COOIIOIaTh
IpaBUJIa U HOPMBI OXPaHbI TPYAa, 3aUKCHPOBAHHEIC B
KaJpOBBIX JJOKyMEHTaX.

VYcnemnHoe 1 nocie10BaTeNbHOE BIaICHUE HABBIKAMHU
coOJTI0/IeHHs TIPAaBHJI U HOPM OXpaHbl Tpya,
Sa(bHKCI/IpOBaHHI)IMI/I B KaAPOBbLIX TOKYMCHTAaX.

I1K-36

3HaHue TpeOOBaHUI
K OpraHuzanuu
KaJIpOBOTO
JIETTOTIPON3BO/ICTBA H
JOKYMEHTHPOBAHHIO
TPYIOBBIX
OTHOIIICHUH,
XpaHCHUIO
JIOKYMEHTOB TIO
JIMYHOMY COCTaBYy

IToporogsrit
YpOBEHb

Hmeet obmmue, HO HE CTPYKTYpUPOBAHHbIE 3HAHUS O TIOPSIIKE
OpraHM3aliK KaJpoBOro JEeIOMPOU3BOICTBA U
JIOKYMEHTUPOBAHHIO TPYAOBBIX OTHOIICHHUI, XpaHEHHUIO
JIOKyMEHTOB I10 JINYHOMY COCTAaBY.

B 1enom ycrnenrHoe, HO He CHCTEMATHYECKH OCYIIECTBIISIEMOE
yYMEHHE OpPraHn30BaTh KaJpOBOE JEIONPON3BOICTBO U
JIOKyMEHTHPOBAHHUE TPYIOBBIX OTHOILICHHUH, XpaHEHNE
JIOKyMEHTOB I10 JINYHOMY COCTaBY.

B 1enom ycnemHoe, Ho He CHCTEMAaTH4ECKOE BlIaIcHHE
HaBBIKAMHU CaMOCTOSITEIbHOM OpraHu3aluy KaJpoBOro
JICJIOTIPOU3BOACTBA U JJOKYMEHTUPOBAHUS TPYAOBBIX
OTHOILICHUH, XpaHEHHsI TIOKYMEHTOB I10 JINUHOMY COCTAaBY.

CranpapTHBIN
YPOBEHb

CdopmupoBaHHbIE, HO COJCPKAIIIE OTACIbHBIC MPOOCIIBI
3HAHMS O MOPS/IKE OPraHU3alMU KaJPOBOTO JEJI0NPOU3BO/ICTBA
U JOKYMEHTHUPOBAHUIO TPYAOBBIX OTHOUICHUM, XPAaHEHUIO
JIOKYMEHTOB I10 JINYHOMY COCTaBY.

B 11e710M ycrenHoe, Ho cofiepaKaliiee OTAelIbHbIE IPOOEIbI
yYMEHHEe OPraHu30BaTh KaJPOBOE JAEIOMPOU3BOJICTBO U
JIOKyMEHTHUPOBAHUE TPYIOBBIX OTHOIICHHI, XpaHEHHUE
JIOKYMEHTOB I10 JINYHOMY COCTaBY.

B 11e710M ycrenHoe, Ho cofiepaKaliiee OTaeIbHbIe IPOOEeIbI
BJIaJICHUC HAaBbIKaAMU CaMOCTOSITEIbHOM OpraHuzanun
KaJpoBOI0 IEJIONPOU3BOACTBA U JOKYMEHTHPOBAHHS TPYIOBBIX
OTHOHIeHHfI, XpaHCHUA JOKYMCHTOB IO JINYHOMY COCTaBYy.

OTanOHHBII
YPOBEHb

ChopMHpOBaHHBIE CUCTEMATHUECKHE 3HAHUS O MOPSIIIKE
OopraHu3aluy KaJpoBOro JIeN0IPOU3BOJCTBA U
JIOKyMEHTUPOBAHUIO TPYIOBBIX OTHOILLIEHUH, XPAHEHHUIO
JIOKyMEHTOB 110 JUYHOMY COCTaBY.

CdopmMupoBaHHOE CHCTEMaTHYECKOE YMEHUE OPTaHU30BaTh
KaJIpOBO€ JEIONPOU3BOACTBO U JOKYMEHTUPOBAHUE TPYIOBBIX
OTHOILLIEHWUH, XpaHEHHE JOKyMEHTOB I10 JTMYHOMY COCTaBY.
VYcneniHoe 1 nocne 0BaTeNbHOE BIaJJEHUE HaBBIKAMU
opraHu3aluy KaJpoBOro ACJIONPOU3BOACTBA U
JIOKyMEHTUPOBAHUSI TPYIOBBIX OTHOILLIEHUH, XPAHEHHUS
JIOKYMEHTOB 110 JMMHOMY COCTaBY.




2. OFbEM 1 COIEPKAHUE JUCIUIIJINHBI

2.1. O0beM TUCHUILINHBI

Bua yue6Hoii padoThI

020

390

Bcero
4acoB

CemecTphbl

Bcero
4acoB

KonTakTHas padora (Bcero)

52

B TOM YHCJIC:

- nexyuu (J13)

22

- cemunapwl (C3)

- npaxmuyueckue (113)

30

- menxoepynnosvie (MI3)

- unousudyanvivie (H3)

- epynnogoe koncyrvmuposanue (I)

- unouUBUIdyarvHoe Koncyromupoganue (M)

CamocTosiTeJIbHAasi paboTa CTy/aeHTa (BCero)

344

CPC

322

KOHTPOJIb

wWlw|w
1
ajorjo

22

B TOM YHCJIC:

- 10020MOBKA KYPCOBOU pabonul

- meKyuwuil KOHmMpOoJib

3ayemy)

- npOMeofcymowalﬁ KOHmMpOJib (nodeomoexa K 9K3amMeHdaM,

22

Oodmast TpyA0eMKOCThb:
(Bcero 3a4. ea./k0J1-B0 4acoB no ®I'OC)

11/396

Buja npomeskyTouHoii aTTectanuu (3a4eT, IK3aMeH)

ceMecTpbl:

Kypc:

3auem

IK3AMEH

4,5

2.2. TemaTuueckui mjiaH

KoJj-Bo yacoB

HaunmenoBanue
pa3nesioB H TeM

(popmupyemble
KOMIIETEeHIIHH)

Ne
n/n

Bcero uacos
no ProcC

KounrakTHasi padora

CamocrosiTe1bHast padoTa

CTYJACHTOB

J3 | II3

Bcero ayn.
4acoB
Kouncyabrauun
I, n)

Bcero yacos CPC

CPC

KkoHTpoabL CPC

NpoOMesK
TeKyII
2 YTOUYHBI
ui .
i

BBeneHnue B kypc.
JloKyMeHTaIlnOHHOE

1. obecrieueHne KaapoBOit
CITYKOBI

(TTIK-32, TIK-36)

16

[y
a1

15

[TnanoBast kagpoBast

2 JOKyMEHTAIHA: CTPYKTypa
LITAaTHAs YUCICHHOCTh
(TIK-32, TK-33, TTIK-36)

16

15

15

IInanoBas kajpoBas

3 JIOKYMEHTAITUs: TITaTHOE
’ pacnucanue

(TTIK-32, TIK-33, I1K-36)

18

15

15

[InanoBas kazxpoBas
JOKYMEHTAIHS: TpaduK
OTIIyCKOB

(TIK-32, TIK-33, TIK-36)

18

15

15




OpraHn3anoOHHO-TIPaBOBAS
JIOKyMEHTAIHsI: TIpaBHIIa
BHYTPEHHETO TPYIOBOTO
pacropsika

(TTIK-32, TIK-33, I1K-36)

16

15

15

OpraHu3ainroHHO-TIPaBOBas
JIOKYMCHTAIHSL: TTOJIOKCHHE O
CTPYKTYPHOM TOJIpa3/iCIICHUN
U MOJIOXKEHHUE 00 oIate Tpyaa
(TIK-32, IK-33, TIK-36)

16

15

15

OpFaHI/I3aHI/IO HHO-TIpaBOBas
AOKYMEHTaOUA: TOJKHOCTHASA
HHCTPYKLHS

(ITK-32, TIK-33, TTK-36)

18

15

15

IlepconanbHast kanpoBast
JOKYyMEHTAIHA: TPYIOBas
KHIDKKA

(TIK-32, IK-33, I1K-36)

22

17

17

HOHFOTOBK& K 3a4CTy

SN

Hroro 3a 3 kypce

144

18

10

126

122

JoroBopHas KampoBas
JIOKYMEHTaIUs: KOJUIEKTUBHBII
norosop (ITK-32, TTK-33, T1K-
34, TIK-36)

14

12

12

10.

JlorosopHas kaaposas
JIOKyMEHTalus: TPyA0BOU
JIOTOBOP

(TTK-32, T1K-33, T1K-34, T1K-
36)

15

12

12

11.

PacniopsinutenbHas
JOKyMEHTAIHA 10 KapaMm:
MIPUKa3bl O IpHEME Ha padoTy
(TIK-25, TIK-32, I1K-33, TIK-
36)

14

12

12

12.

PacniopsiiutesnbHas
JOKYMEHTAaIs 10 KaJapam:
MIPUKa3bl O IIEpPeBoJIe Ha
JIpyryto paboTy

(TTIK-25, TIK-32, T1K-36)

15

11

11

13.

PacnopsaurensHas
JOKYMEHTAIHS 10 KaJpam:
MIPUKa3bl 00 YBOJIHHEHUHN
(TTIK-25, TIK-32, I1K-33, TIK-
36)

15

11

11

14.

PacnopsiautensHas
JOKYMEHTALIMs [0 KaJpam:
HPHUKA3EI O MTOOIPEHUH
paboTHHKa

(TIK-25, TIK-32, TIK-33, [1K-
36)

13

10

10

15

PacnopsanurensHas
JOKYMEHTAIHS 110 KaJpam:
MIPHUKA3BI O AUCIUIIHHAPHOM
B3BICKAaHUH PaOOTHUKA
(TIK-25, TIK-32, TIK-36)

13

11

11

IToaro

TOBKa K OK3aMCHY

HToro 3a 4 kypc

108

20

12

79

16.

VYyeTHas kanpoast
JIOKyMEHTALHSA: JINTHAs
kapTouka padborHuka (ITK-36)

18

13

13




VYuerHas kaapoBas
JOKyMEHTAIIHS:
17. | dopMBI perucTparyy y9eTHBIX 13,5 0,5 0,5 13 13
CBEJICHUI 110 COCTaBy U
aemwkeHnto kaapos (ITK-36)

VYuerHas KagpoBas
JOKYyMEHTAIMsI: TOKYMEHTALUs
TI0 Y4ETy UCIIOJIb30BaHuUs
paboyero BpeMEHH U pacyeToB
OILIaTHl TPYAa

(TIK-32, IK-33, I1K-36)

18. 16 2 1 2 13 13

OdopmiieHne ciryxeO0HOM
KOMaHIUPOBKH pabOTHHKA
(TIK-25, IIK-32, TIK-33, K-
34, TIK-36)

19. 16 2 1 2 13 13

®opMUpPOBaHUE JINYHOTO JEIa
20. | paboTHHKA: COCTaB JINIHOTO 14,5 0,5 0,5 14 14
nena (ITIK-32, T1K-36)

dopMHUPOBaHKE TMYHOTO Jeja
21. | paboTHHKA JUIs CIa4M B apXHB 18,5 45 0,5 2 14 14
(ITK-32, TIK-36)

OpraHuzanus XpaHeHHs
22. | KaApOBBIX JOKYMCHTOB 13,5 0,5 0,5 14 14
(IIK-17, TIK-32)

3anmra nepcoHaIbHBIX
23. | maHHBIX B KaJpPOBOM CITyx)0e 13,5 0,5 0,5 14 14
(TTIK-17, TIK-32, T1K-33)

Pabora ¢ moceTurensiMu B

24. | xagpoBoii ciyxOe 11,5 0,5 0,5 13 13
(ITK-32, TIK-36)
IToaroToBKa K 3K3aMeHY 9 9 9
HTroro 3a 5 kypce 144 14 6 8 130 | 121 9
Bcero yacos: 396 52 22 30 344 322 22

2.3. KpaTkoe coaep:kaHue pa3iejioB U TeM

Tema 1. Benenue B kypc. JlokymeHTallMOHHOE o0ecneyeHne KaAPOBOii
CJIYKOBI

Lenp, 3amaum gucuuiuHel «KaapoBoe nenonpou3BOACTBO M apXHBBI
JOKYMEHTOB TI0 JMYHOMY COCTaBy», (OpMHUPYEMbI€ KOMIIETEHIUH, (OPMbI
TEKYILIEro U MPOMEKyTOYHOTO KOHTPOJIS IO JUCHHUILIIUHE U JIp.

3amaun U QyHKUMH KaJapoBou ciyxObl. HopmaTuBHO-MeTOnHUYECKHE
JIOKYMEHTBI, PErJaMEeHTUPYIOIIME padoTy KapOBOM CITY>KOBI:

- (QenepanbHble 3aKOHBI M HOpPMATHMBHBIE aKTbl. TpYyIOBOM  KOAEKC
Poccuiickoit @enepanmn Kak OCHOBHOW IPAaBOBOM  aKT, ONPENEIIAIOLINI
NOPSIIOK TOKYMEHTUPOBAHMSI TPYAOBBIX OTHOIIEHUH M TPYIOBOM AESTEIHHOCTU
paboTHHKA. denepanpHOE 3aKOHOJIaTEIbCTBO, perilaMeHTHPYIOLIEe
JOKYMEHTHUPOBAHUE TPYIOBBIX OTHOIIEHUN OTAENBHBIX KAaTeropuil pabOTHHUKOB
(pyxoBOAMTENH, roCcyapCTBEHHbBIE U MyHULMTIATbHBIE CITyXKaIlHeE).
[TocranoBnenuss u pacnopsibkenust IIpaBurensctBa P®, ykasel Ilpe3mpenra,
perJaMeHTHPYIOIINE COCTaBIeHUE U 0(OPMIICHHE KaIPOBBIX IOKYMEHTOB.

- HOPMAaTUMBHO-METOJMYECKHE JIOKYMEHTBl 1O TpyAy, KaJpOBOMY
JIEJIOTIPOU3BOICTBY. Pazpabotku PocapxuBa B obJytactu

10




JIEIIONPOU3BOACTBEHHOIO W apXUBHOTO XpPaHEHUS JOKYMEHTOB IO JHUYHOMY
cocraBy. Paspabotku ['ockomcrata P® mno yHuduxamum ¢GopM mNepBUUHOM
Y4ETHOM TOKYMEHTaIUH.

- KJaccu(UKaluuy ¥ CTaHAAPTHI 1O KAJAPOBOM JTOKYMEHTAIMA U apXUBHOMY
neny. KsanmpukanmoHHBIE CHOPaBOYHUKM W TapU(pHO-KBaTH(PHUKAIIMOHHBIE
XapaKTePUCTHKH KaK OCHOBHBIE ~ HOpPMAaTHBHBIC TOKYMEHTBI,
perijaMeHTHpymomye TpeOOBaHMS K  KBaNU(HUKAIMM, 3HAHUAM U YMEHHSIM
paboTHHKOB. OOIepoccuiickue KIacCH(PHUKATOPbl TEXHUKO-IKOHOMHUYECKOH |
COIMANIbHOW MH(OPMAIMU KaK HCTOYHHK, PETIAMEHTHPYIOIIUI HauMEHOBAaHUS
JoJpKHOCTEeH (mpodeccHii) M yCTaHABIMBAIONINI BH/IBI JOKYMEHTOB I10 JINYHOMY
coctaBy. [IpodeccronanbHbple CTaHAAPTHI, ONPEACIIAIONIINE OCHOBHbBIE TPYJIOBBIE
GbyHKIIMH paOOTHUKOB.

- JIOKaJIbHbIE HOPMATUBHBIE aKThl PabOTOATENIS; IMTEPATYPa MO TPYIOBOMY
npaBy, JEJIONMPOU3BOACTBY IO  KaapaMm, JOKyMEHTHPOBAHHIO  TPYIOBOI
JESITEBHOCTH.

Tema 2. IlianoBasi kaapoBasi JOKyYMEHTANMs: CTPYKTYpa M IUTATHAasi
YHMCJIEHHOCTh

Ha3HaueHne CTpyKTypsl W IUITaTHOM YHUCIEHHOCTH KaK KaJIpoOBOTO
nokymeHTa. llopsmox pa3paboOTKu UM YTBEPXKACHUS CTPYKTYpPhl U IITATHOU
YUCJICHHOCTH.

Tema 3. [InanoBasi KagpoBasi JOKYyMEHTALMS: IITATHOE PACIIUCAHME

Ha3naueHne mTAaTHOrO pacnucaHusl Kak KaJpoBOro NokymeHTa. [lopsmok
pa3pabOTKK IITaTHOTO pacnucaHuss B  yHuuuupoBanuo ¢opme T-3,
ytBepxkaAeHHOU ['ockomcTatoM Poccum ot 05.01.2004 r. Ilopsimok yTBepxKIACHUS
ITaTHOrO pacnucanus. llopanok BHeCeHUsI U3MEHEHUI B ITATHOE paclUCaHue.

Tema 4. IlnanoBasi KaapoBasi JIOKyMeHTAlUA: IPaduK OTIyCKOB

Hasnauenne rpaduka OTHYCKOB Kak KaapoBOro mokymeHTa. [lopsimok
IIPENOCTABIEHUSI  OTIIyCKOB  COIVIACHO  MOJIOKEHUsM TpyAoBOro Kojaekca
Poccuiickoit  ®enepanuu. Ilopsgok  pa3paboTku  rpaduka OTIYCKOB B
yauunupoBannoit ¢gopme T-7, yTBepxknenHoi ['ockomcratrom Poccum ot
05.01.2004 r. Tlopsimox yTBepknenusi rpaduka oTiyckoB. [lopsimok mepenoca
eXeroJHbIX oTnyckoB. [Iponenypa opopmiienust ornyckoB padbotHukam. [lopsaok
3anoJHeHus rpaduka OTIyCKOB B TEUEHUE KAJIEHIAPHOIO ro/1a.

Tema 5. Oprasu3allMOHHO-TIPABOBasi [OKYMEHTAIMfA: NPABHJIA
BHYTPEHHEr0 TPyAOBOI'0 PaclopsIKa

HasnaueHnne npaBui BHYTPEHHETO TPYIOBOIO PACHOpsKa KaK KaJpOBOIO
nokyMeHTa. OCHOBHBIE pa3/eiibl MPABUJI BHYTPEHHETO TPYIOBOIO pacHopsakKa
(pe’xuM TpyAa W OTAbIXa; omiata TpyAa paOOTHUKOB; MEpbI JOMOJHUTEIBHOTO
COLIMAJIBHOTO M MATEPUAIBHOIO CTUMYJIMPOBAHMS; NPAaBUIA U HOPMBI OXPaHBI
Tpyaa paboTHukoB). COOTHECEHHE DPAa3/AENOB NMPABUI BHYTPEHHETO TPYIOBOIO
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pactiopsaka ¢ TK P®. Ilopamok cocTaBieHMS W yTBEPKIACHUSA IIPABHI
BHYTPEHHETO TPYAOBOI'O paclopsIKa.

Tema 6. OpraHu3anUOHHO-TIPABOBAs JOKYMEHTALUS: IOJIOXKEHHE O
CTPYKTYPHOM MOApPa3/iejieHUM U MOJIOKeHUe 00 oriare Tpyaa

Ha3nauenue nosiokeHHsl 0 CTPYKTYPHOM MOJPA3JACICHUN U TOJIOXKEHUST 00
omare Tpyaa. OCHOBHBIE pa3Jiesbl MOJIOKEHUSI O CTPYKTYPHOM IMOAPA3ICICHUN U
noJioxkeHust 00 omare Tpyna. CooTHeCeHUE pa3/ieNioB MOJOKEHUS O CTPYKTYPHOM
nojipasziefieHuu u nojioxkeHus oo oruiare tpyaa ¢ TK P®. [Mopsiaok cocraBnenus u
YTBEPXKJICHUSI TIOJIOKEHUSI O CTPYKTYPHOM TOJpa3JeieHU W TMOJOXKEeHUs 00
oriate Tpyja.

Tema 7. OpraHu3alMOHHO-NIPABOBAasi [JOKYMEHTAIMA: [O0JKHOCTHAasI
HHCTPYKIUA

Ha3naueHne JOJKHOCTHOM MHCTPYKUMU Kak KaJpOBOTO JOKYMEHTA.
OcHOBHBIE pa3zfenbl  JOKHOCTHOM HMHCTpYKUMU. (COOTHECEHUE pa3JesioB
JOJDKHOCTHOW MHCTPYKIMHM C TpoQecCHOHANbHBIMU cTaHnapTamu. llopsaok
COCTABJICHMSI M YTBEPKACHUS TOJDKHOCTHOM MHCTPYKIIMH.

Tema 8. [lepcoHanibHasi KagpoOBasi JOKYMEHTALMS: TPYA0Basi KHUKKA

OOmue mnpaBwiia 3amlojIHEHUsST TPYNOBOM KHWXKKHM, coriacHo  «lIpaBun
BEJCHUSI U XPAaHEHUS TPYAOBbIX KHUKEK, HM3TOTOBJICHUS OJIAHKOB TPYA0BOI
KHIWKKHA U o0ecrieueHuss UMH padboronareneit» U MHCTpyKuuen mo 3amnoaHEHHIO
TPYAOBBIX KHWXEK. [IOpSAIOK BHECEHMS WCIPABIECHUN 3allMCEd B TPYIOBYIO
KHIWKKY. [lopsaok Bblgauum JyOjvMKata TPYyAOBOW KHWXKKU. YUET JIBHKCHHS
TPYJIOBBIX KHI)KEK U YUE€T OJIAHKOB TPYJAOBBIX KHUKEK.

Tema 9. JloroBopHasi KajapoBasi [OKYMEHTAUMA: KOJJIEKTHBHBII
JA0r0BOP

Ha3naueHne KOJUIEKTMBHOIO JIOrOBOpa Kak KaJpoOBOrO JOKYMEHTA.
CopnepxaHrne W CTPYKTypa KOJUIEKTMBHOIrO Joroopa. CoOTHEceHHE pa3lesioB
KOJUIEKTUBHOTO Jorosopa ¢ mnosoxeHusmu TK P®. Ilopsmok cocraBieHus u
YTBEPKJI€HHSI KOJJIEKTUBHOTO JIOTOBOPA.

Tema 10. loroBopHas kajgpoBasi JOKYMeHTAallMsi: TPY/10BOIi 10r0BOP

Ha3znauenue TpyaoBOro 10oroBopa Kak KajapoBoro nokymeHnra. ConepkaHnue
TpyaoBoro nporoBopa. (COOTHECEHME pa3lelioB TPYJIOBOrO JOTOBOpa C
nonoxeHussMu TK P®. Tlopsamok cocTaBieHUS UM YTBEPKICHUS TPYAOBOIO
JIOrOBOpA.

Tema 11. Pacnopsiaiure/ibHAsi JOKYMEHTALMA MO KaJapaM: NPHKAa3bl 0O
npuemMe Ha padory

TpeboBanust k coaepaHHIO MpUKa3a o mnpueMe Ha padory. Coctas
CBEJICHMI, BHOCHUMBIX B MpHKa3 o mpueme Ha pabory. Ilopspok pazpaboTku

npukKaza o TmpuemMe Ha paboty B yHudumnupoBannoi ¢opme T-1 u T-la,
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yTBepkIeHHbIX ['ockomcratom Poccum or 05.01.2004 r. TexHonormueckas
LEMoYKa JTOKYMEHTHPOBAHUS IIpremMa pabOTHUKA Ha paboTy.

Tema 12. PacnopsiautejibHAasi JOKYMEHTAIUAA MO KajJpaM: NPHUKa3bl 0O
nepeBojie HA JAPYryro padory

TpeGoBaHusg K coAepKaHUIO MpUKa3a O IMEpEeBOJE Ha JPYryr padoTy.
CocraB cBeJleHUI, BHOCUMBIX B IIPHKa3 O MEpeBojie Ha Apyryto padory. [lopsmok
pa3paboTKu MpuKa3a o MepeBoje Ha APYryro paboTy B yHUPHUIIMPOBAHHOU dopme
T-5 u T-5a, ytBepxkaeHusix I'ockomcrarom Poccuuor 05.01.2004 .
TexHonornyeckas 1enoyka JOKYMEHTHUPOBAHUS MEPEBOJia paOOTHUKA Ha JPYTYIO
pabory.

Tema 13. PacnopsiaiuTebHasi JOKYMEHTAIUsS N0 KaJpaM: NpuUKa3bl 00
YBOJIbHEHUH

TpeGoBaHug K coAep:kKaHHIO MpUKa3a 00 yBoJibHeHHH. COCTaB CBEIECHHUU,
BHOCUMBIX B Ipuka3 o0 yBoibHeHUHU. I[lopsimok pa3paboTku mpukaza o
IpeKpaleHNH (PacTOPKEHUH) TPYAOBOIO JI0rOBOpa ¢ paOOTHUKOM (YBOJIBHEHHUE)
B yHudunupoanHoir ¢opme T-8 wu T-8a, ytBepxkneHHoix [‘ockomcTatom
Poccun or  05.01.2004 r. TexHosmorudeckas IEMOYKa  JTOKYMEHTHPOBAHUS
YBOJIbHEHHS paOOTHHKA.

Tema 14. PacnopsiiuresibHasi JOKYMEHTAIUsI 0 KagpaM: NPHUKA3bl 0
NMOOLIPEeHNH PA0OTHHKA

TpeGoBaHug K colIepKaHUIO IMpHUKa3a O MoolpeHnu padotHuka. CocTaB
CBEJICHUIM, BHOCHUMBIX B IpHUKAa3 O MOOMIPEHUHU paboTHHKA. TexHosmorumueckas
LEMoYKa JTOKYMEHTHPOBAHUS MOOLIPEHUS paOOTHHUKA.

Tema 15. Pacnopsigure/ibHAsi JOKYMEHTALMsA MO KagpaM: NPHUKAa3bl 0O
AUCHUIIMHAPHOM B3bICKAHUM PA0OTHUKA

TpeboBanust K coaepKaHHUIO TpPUKa3a O JUCUUIUIMHAPHOM B3bICKAaHUU
paGoTtHuKa. [IprunHbl yBOJbHEHHUS pabOTHHKA 3a AUCLMILIMHAPHBIE HApYyIICHUS.
CocTaB cBElECHMI, BHOCHUMBIX B IpPHKa3 O JUCHUAIIMHAPHOM B3BICKAHHMH
paboTHuka. TexHojormueckas Iernovka JOKYMEHTUPOBAHHS TIPUMEHEHUS
JUCHMIUIMHAPHOTO B3bICKaHUS K paboTHUKY. CocTaB cBeleHUM, BHOCHUMBIX B
IPUKa3 O CHATUHU AUCUUIUIMHAPHOTO B3bICKaHUs ¢ paOOTHHKA.

Tema 16. VYdyerHasm kaapoBasi [JOKYMEHTAIMSI: JIMYHAS KapTOYKa

padoTHHKA
Haznauenue nuyHOM KapTOuku pabOTHHUKA KaK KaJIpOBOTO JOKYMEHTA.
[Topsimoxk  3amoJiHEHUsT  pa3/elioB  JIMYHOM  KapTOukud  pabOTHHKA B

yHuuuupoBanHoit ¢gopme T-2, yTBepxkneHHod ['ockomcrarom Poccum ot
05.01.2004 r.

Tema 17. Y4yerHas KajpoBasi AOKYMEHTALUSA:

(opMBbI perucTpanuu y4eTHbIX CBeICHUI 110 COCTABY U JIBHKEHUIO KaJPOB
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Buner peructpannonasix Gopm. opMbl )KypHATIOB PETUCTPALIMUA KaIpOBOii
nokyMmeHTanuu. CpoKku XpaHEeHUs YUEeTHBIX (opM, 00pa3yromuXcs B ACSITEIbHOCTU
KaJIPOBOM CITY>KOBI.

Tema 18. YuerHasi kagpoBasi JOKYMEHTAIUA: JOKYMEHTAUS 10 y4YeTy
HCI0JIb30BAHUA Pa0oyero BpeMeHH M PacueToB OILIATHI TPYAA

Ha3nauenne tabens ydyera pabouero BpeMEHU KakK KaJpoOBOTrO JOKYMEHTA.
[Topsinok BHECEHUS CBEJIEHUH B Tabelb yueTa pabodyero BpeMeHH.

Tema 19. Odopmienne ciyxe0HOH KOMAHTUPOBKH Pa0OTHHKA

OcoOeHHocTH HampaBiieHUsT PaOOTHUKOB B CIIy)KEOHbIE KOMAaHIUPOBKH
cormacHo «llojoxxenuss 00 HampaBieHHs paOOTHUKOB B  CIyXcOHbIC
KOMaHAUPOBKW», YyTBepKIeHHOM IlocranoBnennem IlpaBurensctBa PD ot
13.10.2008 Ne 749. JlokyMeHTHpOBaHWE MPOICTypHl HANpaBiICHUS paOOTHUKA B
CITY>K€OHYIO KOMaHJIUPOBKY.

Tema 20. ®opMupoBanne JUYHOTO Jejia PAOOTHUKA: COCTAB JIUYHOIO
aesa

Ha3znauenne nuuHoro gena paOOTHUKAa KaK KOMIUIEKCAa KaJpOBBIX
nokyMeHTOB. [lopsiiok pabGoThl € JIMYHBIMHU JelaMH OTAENbHBIX KaTeropui
pPabOTHUKOB, JJII KOTOPBIX BEJICHHE JIMYHOTO Jieja YCTAaHOBJIEHO HOPMATHBHBIMU
npaBoBeIMM akTamu. (CoOCTaB JIOKYMEHTOB, BKJIIOYEHHBIX B JIMYHOE J€JI0
pabotHuka. OcoOeHHOCTH O(OpMIIEHUS TUYHOTO Jiesa paboTHuKa. [lopsmok yuera
JUYHBIX el paOoTHUKOB. I[lopsimok XpaHEeHWUS © BEACHHWS  JIMYHBIX JIEI
PaOOTHUKOB.

Tema 21. @opMupoBaHue JUYHOIO /€12 PA0OTHUKA /Il CIaYU B aPXUB

CocTtaB  JOKYMEHTOB, BKJIOUYEHHBIX B JIMYHOE [€J0 pabOTHUKA,
IpeIHa3HAYeHHBIX 175 caaun B apxuB. OcoOeHHOCTH OPOpPMIIEHUS JIMYHOTO Jiefa
paOoTHHKA, MPEAHA3HAYEHHOTO JIJIS C/IaYM B apXUB.

Tema 22. Opranuszanusi XpaHeHUs KaPOBbIX IOKYMEHTOB

OdopmiieHne 1€ COrIacCHO HOMEHKIJIAType JieNl KaJIpOoBOW  CIY>KOBI.
OmnpeneneHne  CpoOKOB — XpaHEHHMs el coryacHo  [lepedyHs — THUIOBBIX
YOpPaBIEHYECKUX  apXUBHBIX  JOKYMEHTOB, O0Opasyloumxcs B  Ipoliecce
JESITEIbHOCTH TOCYAapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYTIPABJICHUS U
OpraHu3aluii, C YyKa3aHHEM CpPOKOB XpaHEHHs, YTBEPKIECHHOTO MPUKA30M
MununcrepctBa KyabTypsl P® ot 25 aBrycra 2010r. Ne 558. Ilopsmok
odopmIIeHUS 1], 00pa3yOIMMXCsl B KaIpOBOH CITyKO0e.

Tema 23. 3amuTa nepcoHaANbHBIX JAHHBIX B KaJPOBO cJ1yx0e

YcTaHOBNIEHHE  TMOpsiAKa MPEAOCTaBICHHS  JOCTyHma K  KaJpOBBIM
JIOKYMEHTaM PYKOBOJSILIEMY COCTaBy opranusauuu. ObecrieueHue COXpaHHOCTU
CIIPaBOYHO-MH(GOPMAIIMOHHBIX 0a3 JaHHBIX KaapoBOW CIykObl. OOecriedeHue

OXpPaHbI MOMEIIEHUN KaJpOBOIl CITyKOBI.
14



Tema 24. PaboTa ¢ moceTuTe/IsIMH B KaJPOBOii cJ1yxk0e
VYcranoBnenue rpaduka pabOThl C TMOCETUTEISAMH KaJIpOBOM CIIyXKOBI.
[Topsimox mpenocTaBieHusI HHPOPMAIMK HA TIOCTYTIAIOIINE 3aIPOCHI.

3. YYEBHO-METOJNYECKOE OBECIIEYEHUE JIIS
CAMOCTOSITEJIbHOM PABOTBI OBYYAIOLIUXCS MO
JTUCHMUILIAHE

3.1. Ilnanbl NpaKTHYECKUX 3aHATHIA

IIpakTuyeckas padora Ne 1
no reMe «Ili1aHoBas KaApPoOBas JOKYMEHTALMSA: IUTATHOE PACIIMCAHUE»

(2 uaca)
Hear 3ansaTus - GOpMUpPOBAHUE HaBBbIKA COCTABJICHUS IITATHOTO
pacrucaHusl.
3ananmue:

1. B Gnank yHUpHIEPOBaHHOW (OPMBI IITaTHOTO pacnucanus (popma T-3)
HEO0OXOJMMO BHECTH JaHHBIE (3apaHee MOATOTOBJICHHBIE IEAarOrOM) O COCTaBe
JOJDKHOCTEM, INTAaTHBIX €AWHMI], OKJIaJax W pa3Mepax Haa0aBOK, IOJABECTH
JTAaHHBIE 0 MECIYHOM (POHJIE€ 3apaOOTHOM IIJIATHI IO BCEH OpraHU3aIH.

2. Tlocne BHeCEHHUS JTAHHBIX B IITATHOE PACIIMCAHUE U €T0 «YTBEPIKICHUS
PYKOBOJIUTENIEM OpTaHHW3AIlMH, VYUTHIBAs <JIBMOKCHHE» KaJIpOBOTO COCTaBa
HEOOXOJMMO COCTaBUTh INTATHYIO pACCTAaHOBKY (JMaHHBICE O «IBIIKSHUM)
KaJpOBOTO COCTaBa 3apaHee MOATOTOBIICHBI TIEaroroM).

IIpakTnueckas padora Ne 2
no teme «IliianoBasi kagpoBasi JOKYMeEHTAUMsI: TPaQHUK OTILYCKOB)»
(2 yaca)

Hean 3ansaTus - popMrupoBaHUE HABbIKA COCTaBICHUS TpaduKa OTITYCKOB.

3aganmue:

1. B Omank yHu¢uiupoBanHoit ¢Gopmbl rpaduka otmyckoB (popma T-7)
HEOOXOJMMO BHECTH JaHHBIE (3apaHee MOATOTOBJICHHBIE TI€aroromM) o0
OYEPETHOCTH MPEJOCTaBICHUS OTIYCKOB pa0OTHHKAaM, OTpaxkas HX B rpade
«IUIAHUpyeMas JaTa OTHyCcKa». B ciydasx, NpexyCMOTPEHHBIX MOJy4YEHHBIM
3aJlaHueM, ISl HEKOTOPBIX pabOTHUKAM HY>KHO BHECTU JaHHBIE JTMOO O MepeHoce
oTmycka, JMOO O 3aMEHe ero 4YacTu JACHEKHOW KoMmIeHcarued u T1.1. [lpu
COCTABJICHMHM Tpaduka OTIYCKOB HEOOXOJUMO PYKOBOJCTBOBATHCS CTAThSIMU
Tpynosoro koxaexkca Poccuiickoii ®enepauuu, peryJaupyromuMd TOPSAAOK
MPEAOCTABIIEHUS OTITYCKOB.

2. BpInosiHeHWEe MPOBEPOUYHOTO TECTA, JUIsl 3aKPETUICHUs 3HaHU TpeOOoBaHUM
TpynoBOro Koaekca B 4aCTH NPEIOCTABJICHUS OTIIYCKOB M 3HAHMM O IpaBWIIAX
dbopmupoBaHus rpaguka OTIMYCKOB.
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IIpakTuyeckas padora Ne 3
1o Teme «OpraHu3anuoOHHO-NPABOBAas JOKYMEHTALMSA: T0’KHOCTHAS
HHCTPYKIUA» (2 yaca)

Hear 3ansaTHS — (QOopMHUpOBaHHME HABBIKA COCTABJIICHUS JOJDKHOCTHOMU
WHCTPYKIIUH.

3aganmue:

1. Ilo HeckoiabKMM OOpa3laM JOJKHOCTHON HWHCTPYKIMH (JUIS pa3HbIX
OpraHu3aIi, YUYpeKJAECHUH U T.J.) HEOOXOJIUMO OMNPEACIIUTh THUIIOBBIC Pa3Jeibl
JOJDKHOCTHOM ~ MHCTPYKIIMM W €€ BapuaTUBHBIC  pa3ienbl  (BHOCHMBIC
OpraHU3alMsSIMHU HA CBOE YCMOTPEHUE).

2. B hbopmy 10KHOCTHON MHCTPYKIIUH, IPEII0KEHHYIO I1€IarOroM, BHECTH
HEJIOCTAIOIME CBEJCHMS, COOTHOCA uX ¢ Tonoxkenusmu TK PO wu
npo¢eCCUOHANIBHBIX CTaHAApTOB (IIpaBO BbIOOpa MPO(PECCHOHATBLHOIO CTaHIapTa
JUIs1 pa3pab0TKU UHCTPYKIIMHU TPEAOCTABISETCS CTY/ICHTY ).

3. B mmcemenHoMm Buue pa3paboTaTh TEXHOJIOTHYECKYIO IIETIOYKY
MOATOTOBKH, COTJIACOBAHMS M YTBEPXKJACHUS JOJDKHOCTHONM MHCTPYKITHH.

IIpakTuyeckas padora Ne 4
no teme «IlepconanbHas kKaApoBasi JOKYMEHTALUSI: TPYA0Basi KHUAKKA»

(4 gaca)
Heab 3ansaTus — GopMHUpPOBAHKWE HABBIKA 3allOJIHCHUS TPYIAOBON KHUKKH
paboTHHKA.
3aganmue:

1. B dopmy TtpynoBoit kHmwxkku (yrBepxkacHHyto IloctanoBieHueM
[IpaButensctBa PO ot 16.04.2003 N 225 (pea. ot 25.03.2013) «O TpyaoBbIx
KHIKKAaX») CTyJIEHTaM HEOOXOJAMMO BHECTH CIIEAYIOIINE IaHHBIE!

- 3aMOJIHUTh TUTYJIbHBIA JIUCT TPYAOBOM KHUXKKH (MCIIOIB30BATH IS
3aMOJHEHUsI MOKHO JIMOO CBOM MEPCOHAIbHBIE JaHHBIE, JHO0 CHOPMHPOBATH
BO3MOYKHBIE MIEPCOHAIBHBIE JAHHBIE CAMOCTOSITENBHO);

- 3aII0JIHUTh CBEJIEHUS O NpHeMe Ha paboTy (JlaHHBIE CBEACHUS 3apaHee
HIOJrOTOBJICHBI MIEIaTrOTOM);

- 3alOJHUTh CBEACHHUA O MEPEeBOJE Ha JAPYryw JODKHOCTH (JIaHHBIE
CBEJICHHSI 3apaHee MOJrOTOBIICHBI MTEarorom);

- cBeZleHHsI 00 YBOJbHEHMM (JaHHbBIE CBEIEHUS 3apaHee IOJArOTOBIICHBI
earorom);

- CBEIEHUSA O IpHEeME Ha HOBYIO paboOTy (IaHHBIE CBEJICHUS 3apaHee
MIOJITOTOBJICHBI I1EJ]arOTOM);

- CBeJIeHUs1 00 MCTPABIICHUN HEMPABWIBHO BHECEHHOMN B TPYJIOBYIO KHUKKY
3anuch (cBeAeHUs 00 «UCIPaBUTEIBHOM» 3alUCU  3apaHee MOATrOTOBJICHBI
1Ie1arorom);

- CBEJCHMS O HArpaXJIEHUSAX (IaHHbIE CBEJCHUS 3apaHee IMOATrOTOBJICHBI
IE1arOroOM);

- CBEJICHUS O CMeHe (aMWIMKM M CMEHE YPOBHsS 00pa3oBaHUs (JlaHHBIE

CBCACHUA 3apaHCC IIOATOTOBJICHEBL HGI[EIFOFOM).
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2. B nmceMeHHOM  BHAE  CTYJIGHTY  HEOOXOAMMO  pa3padoTaTh
TEXHOJIOTHYECKYIO IIEMOYKYy O(QOpPMIICHUS TPYJOBOM KHHXKKHA PaOOTHHUKY,
BIICPBBIC TIOCTyHaromieMy Ha padoTy. JIOKyMEHTBI, BXOISANIME B COCTaB
«TEXHOJOTHYECKOM IEMOYKH», TaK K€ HEOOXOAUMO 3alOIHUTh (HampuMmep, KHUTa
ydera JABM)KCHHUS TPYIOBBIX KHIKEK, MPUXOAHO-PACXOIHAS KHHTA ydeTa OJIaHKOB
TPYIOBBIX KHIKEK).

3. BelmonHeHHe MPOBEPOYHOrO TECTa, JJISA BBIABICHHS YPOBHS 3HAHUH O
HOPSIKE BHECCHUS 3aIIUCEH B TPYIOBYIO KHIDKKY.

IIpakTuuyeckas padbora Ne 5
no teme «/loroBopHasi kaipoBasi JOKyMeHTALMSI: TPY/AOBOI 10TOBOP»

(2 vaca)
Heap 3anHsaTHs — QGOPMUPOBAHWE 3HAHUW O CTPYKTYype U TOPSIKE
pa3pabOTKU M YTBEPKIACHHS TPYIOBOTO JIOTOBOPA.

3ananue:

1. B gopmy TpymoBoro moroBopa, HpeJIONKEHHYIO MEAaroromM, BHECTH
HEJIOCTAIOIINE CBEACHUS, HA pabOTHUKA, TpyJoBas Ouorpadusi KOToporo Obuia
pa3zpaboTaHa B paMKax MpakTuueckon paboTel Ne 6.

2. TloMuMO TpYyZOBOTO JOrOBOpa CTYJIEHTaM HEOOXOIUMO COCTaBUTh
JOTIOJTHUTENbHBIC ~ COTJalleHus, (UKCUPYIOIIME HM3MEHEHHs B  TPYJOBOMU
ouorpadguu paboTHHKA.

IIpakTuyeckas pad6ora Ne 6
no reme «PacrnopsiiuresbHast JOKYMEHTAIMA 10 KaJApaM: NPUKA3bI O
npueme Ha padory» (1 yac)

Heab 3ansaTusa - GopMUPOBAHNE HABBIKA COCTABJICHUS MPUKA30B O MpHUEMe
Ha paboTy.

3ananue:

1. B Onank yHudunupoBaHHo (QopMbI MpHKaza O IMpuUeMe Ha paboTy
(bopma T-1) HEoOXOAMMO BHECTH JaHHBIC O INpHEeMe PaOOTHHKAa Ha OCHOBHYIO
paboty (pamunmss WMs OTYECTBO, CTPYKTypHOE TOApa3jiesieHue, IOJHKHOCTD,
JaHHBIE TPYA0BOTO JI0TOBOpa OEpyTCs CTYA€HTOM U3 MPAKTUUYECKOM paboThl Ne 6).

2. 3amonHuTh OJaHK YHUGUIMPOBAHHOW (OpPMBI MpHKaza O TMpueMe
paboTtHukOB Ha paboty (dopma T-la) (manHble UIsi BKIIOYEHUS B TMPUKA3
MIOJTOTABIIMBAIOTCS TMIEAATOTOM).

3. B Onmank yHuduuupoBaHHOW (opmbl MpHKa3a O HpueMe Ha padboTy
(bopma T-1) HeoOXoAMMO BHECTH JaHHBIE O MpHUEMe pabOTHUKA Ha BpeMs
UCIIOJIHEHHSI 00s3aHHOCTEW OTCYTCTBYIOIIEro paboTHUKA, 0e3 HuchblTaHus U 0e3
Haj0aBku ((hamMuivg UMsI OTYECTBO, CTPYKTYpHOE MOJpa3jesieHue, AOJKHOCTD,
JaHHBIE TPYAOBOTO JIOTOBOPA OMPEACISIOTCS CTYIEHTOM CaMOCTOSITEIIBHO).

4. PazpaboTaTh MOMIATOBYIO MPOLEAYPY NpHeMa paOOTHHKA HAa OCHOBHYIO
paboTy, ¢ yKa3aHHEM BCEX BHJOB JIOKYMEHTOB, KOTOPbIE 3aMOIHSIIOTCS KaIpOBOM
CiIy)00¥ TIpHu mpueMe paboTHUKA Ha padoTy.
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5. Pa3paboTtaTh momaroByro mporeaypy nmpueMa Ha padoTy COBMECTHTEINS C
yKa3aHHUEM BCEX BHJOB JOKYMEHTOB, KOTOPBIC 3aIlOJHSIOTCSA KaAPOBOM CIIyKO00¥
npu npuemMe Ha padoTy. JIOKyMEHTBI, BXOJSIIUE B COCTAaB «TEXHOJIOTHYECKOM
LCIOYKM», TaK XK€ HEO0OXOAUMO 3aloJHUThH (HAIpUMeEp, >KypHal PErHCTPaliu
IIPHUKA30B 110 JMYHOMY COCTaBYy H T.J1.).

IIpakTHueckasi padora Ne 7
no reme «PacnopsiiurebHasi JIOKYMEHTAIUA 0 KAJApaM: NPUKA3bI 0
nepeBojie Ha Apyryi padory» (1 yac)

Hean 3ansTUsi - GOpPMHPOBAHWE HABBIKA COCTABJICHHUS IIPUKA30B O
MEePEBO/IC HA JPYTYIO padoTy.
3aganue:

1. B Omank ynudumupoBanHoi ¢GopMmbl mpukaza O MpueMe Ha padoTy
(bopma T-5) HeoOXoAMMO BHECTH JaHHBIE O MEPEBOJIC PaOOTHHKA Ha JPYTYIO
paboTty (dhamuius UM OTYECTBO, CBEJICHUS O MPEKHEM U HOBOM MeCTax padOThl,
PEKBU3UTHI TPYIOBOTO JOTOBOpa OEpyTCsl CTYJIEHTOM M3 MPAKTUYECKOW padOThI
Ne 6).

2. Pa3paboTaTh momaroByr Npoleaypy MOCTOSHHOTO MepeBojia pabOTHUKA
Ha JIpYTyIo paboTy ¢ yKa3aHHUEM BCEX BUJIOB IOKYMEHTOB, KOTOPBIE 3aMOIHSAIOTCS
KaJIpOBOM CIIy>K00i Tipu mepeBojie paboTHUKA. JIOKYMEHTHI, BXOJSIINE B COCTaB
«TEXHOJIOTHYECKOM IIETOYKW», TaK >X€ HEeoOXOJUMO 3aloJHUTH (HarpuMmep,
YKYpHaJl pETUCTPAIIMH MPUKA30B IO JIMYHOMY COCTaBy H T.1.).

IIpakTnuyeckas padora Ne 8
no teme «PacropsigutebHasi JOKyMeHTAIHsl 110 KaJpaM: NPUKa3bl 00
YBOJIbHEHUW» (2 yaca)

Heas 3ansaTusi - (QopMupoBaHME HaBbIKa COCTABJICHHUS IPUKA30B 00
YBOJIbHEHUH PaOOTHHUKOB.

3aganmue:

1. CocTaBUTh TpHKa3 O MPEKPAIICHUH TPYJIOBOTO JOroBopa (yBOJIHHEHHH)
(bopma T-8):

- 110 MTHUIIMATUBE PabOTHUKA,

- 110 UHULIMATUBE paboTOoAaTENs;

- MO OOCTOATENbCTBAM, HE 3aBHUCSIIMM OT BOJU CTOPOH (JaHHBIE IS
BHECEHHUSI B MPUKA3 pa3padaThIBAIOTCS EAAroroMm).

2. 3anogHuTh OJIaHK YHU(ULIHUPOBAHHON (POPMBI MpHUKa3a O MPEKpalEHUU
TPYAOBOTO J0roBopa ¢ paboTHukamu (yBosibHeHUH) (popma T-8a) (manHbIe AJIs
BHECEHHUSI B PUKA3 OEPyTCs CTyACHTOM U3 NMPaKTHUUECKOU padboThl No 6).

3. Pazpaborarh NOLIArOBYIO MpOLIEAYPY YBOJbHEHUS  pabOTHUKA C
yKa3aHUEM BCEX BUJOB JIOKYMEHTOB, KOTOPbIE 3aIOJHSIOTCS KaJApOBOM CIIyXO0H
U YBOJIbHEHUHU PaOOTHUKA. JJOKYMEHTBI, BXOASIIME B COCTaB «TEXHOJIOTMUYECKOM
HENOYKW», TaK € HEOoOXOJUMO 3aloJHUTH (HANpUMeEp, KypHal pPerucTpanuu
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IPUKA30B MO JMYHOMY COCTaBy, *YpHaJ ydeTa JBIKEHHUS TPYAOBBIX KHUXKEK,
JUYHas KapToyka paOOTHHUKA U T.1.).

IIpakTHueckasi padora Ne 9
no Teme «PacnopsiiuTeIbHAs JOKYMEHTAIUSI 110 KAApaM: MPUKAa3bI 0
noompenun padoruuka» (1 yac)

Heap 3anHsaTusi - (OpMHPOBAHHWE HABBIKA COCTABJICHUS TMPUKA30B O
MIOOMIPEHUH paOOTHHUKA.

3ananue:

1. B 6nank yHuduImpoBaHHOW (OpMBI MpHKa3a O MOOIMIPEHUN PaOOTHHUKA
(popma T-11) HEoOXOmMMO BHECTH JaHHBIE O (OpPME MOOIIPEHHS pPabOTHHKA
(maHHBIE JUTSI BHECEHUS B TIPHUKA3 O€pPYyTCs CTYJEHTOM U3 MPAKTHUECKOU paboThl Ne
6).

2. PazpaboTarh mMoOMmIAaroByI0 MPOLEAYpPY IMOOIIpeHUs  pabOTHHKA C
yKa3aHHUEM BCEX BHJIOB JJOKYMEHTOB, KOTOPBIC 3AIIOJIHSIOTCS KaJAPOBOM CITY)KOOU B
TOM city4ae. JIOKyMEeHTBI, BXOSIINE B COCTaB «TEXHOJIOTMYECKOM HETTOYKN», TaK
K€ HEOO0XOJUMO 3amloJIHUTh (HAMpUMEp, >KypHAJI PETUCTPAIMU IPUKA30B I10
JUYHOMY COCTaBY U T.1.).

IIpakTuyeckas pa6ora Ne 10
no teme «PacnopsianresibHAss JOKYMEHTAIIUSA 10 KAJApaM: NMPUKA3bI 0
TUCHMILIMHAPHOM B3bICKAHMHU padoTHHKA» (1 yac)

Hear 3anaTus - (QopMHpOBaHME HABBIKA COCTABJICHUS NPUKA30B O
JTVCHUIUIMHAPHOM B3bICKAaHUU PAOOTHUKA.
3amanue:

1. Heo06XoauMo COCTaBUTh MpHUKa3 O JUCIHUIUIMHAPHOM B3BICKAHUH
paboTHUKA (JaHHBIE 111 BHECEHUS B PUKA3 MPEAJIaratoTcs eJarorom).

2. HeoO6xoammo cocTaBUTh MPHUKA3 O CHATHH JUCHUILTHHAPHOTO B3BICKAHUS
C paboTHHKA (JJaHHBIE ISl BHECEHUS B TIPUKA3 Mpe/jIararoTcs meaarorom).

3. Pa3paboTarh MONIArOBYIO MPOIEAYPY NPUMEHEHHUS IUCIUIUIMHAPHOTO
B3bICKaHUSI PpAa0OTHMKAa C YKa3aHMEM BCEX BHJOB JOKYMEHTOB, KOTOpPBIC
3aMoOJHSIOTCS KaJpOBOM CIy>KO00M B 3TOM ciydae. [[OKyMEHTBI, BXOJSIINE B
COCTaB «TEXHOJIOTHUECKOM IETIOYKN», TaK K€ He0OXOAMMO 3aMOJIHUTh (HarpuMep,
YKypHaJI perucTpalyy NpUKa3oB Mo JUYHOMY COCTaBy U T.1.).

IIpakTuyeckas pab6ora Ne 11
Mo TeMe «Y4eTHasi KaApoBasi JIOKYMEHTAMS: JIMYHASI KAPTOUKA Pa0lOTHUKA
(4 vaca)

Hean 3ansaTus - dopMupoBaHUE HaBbIKa O(DOPMIICHHS JIMYHON KapTOUKH
paboTHUKA.
3aganue:
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Odopmuths muuHyro kapTouky pabotamka (popma T-2). Jlnunas xapTouka
COCTaBIISIETCS] HA pa0OTHHKA, TPYI0Bas Ouorpadusi KOTOporo ObLIa MPEII0KEeHA B
npakTudeckor padore Ne 6. Ilpukasbl, cOcTaBI€HHbIE Ha PaOOTHHKA B pamKax
npaktuyeckux 3aHsaThuil NeNe 9 - 13, Tak ke HEOOXOJUMO BHECTH B JIMYHYIO
KapTOUKy pabOTHHUKA.

IIpakTuyeckas pab6ora Ne 12
Mo TeMe «Y4eTHasi KaJpoBasi IOKYMEHTANMS: JOKYMEHTAIUS 10 y4eTy
HCTIOJIb30BAHUsI Pa604ero BpeMeHH H PacyeToB OIIATHI TPyAa» (2 yaca)

Hean 3ansaTus - (GOpMUPOBAHHWE HABBIKA COCTABJICHHS Tabens ydeTa
pabouero BpEMEHH.

3aganue:

1. B Onank yHuduuupoBaHHOUW (opmbl Tabesns ydera pabodyero BpeMEHU
(bopma T-12) HeoOXoAMMO BHECTH JaHHBIE (3apaHee MOATOTOBJICHHBIE
1Ie1arorom).

2. B nuceMeHHOM BuU/JIe pa3paboTaTh TEXHOJOTUYECKYIO 1IETIOYKY TTOATOTOBKU
tabenss ydera paboyero BpeMeHH. JOKyMEHTBHI, BXOJSIIME B COCTaB
«TEXHOJIOTHYECKOW IIETIOYKW», TaK >K€ HEeoOXOJUMO 3aloJHUTH (HarpuMmep,
YKypHaJl yueTa JIMCTOB HETPYAOCIOCOOHOCTH U T.1.).

IIpakTuyeckasi pa6ora Ne 13
no teme «OdopmiieHne ciayke0HOi KOMAHIMPOBKH Pa00OTHHKA»

(2 yaca)
Hea»  3ansaTua -  ¢dopmupoBanue  0oQOpPMIIEHHUS  JOKYMEHTOB,
COMPOBOXK/IAIOIINX KOMAaHIUPOBKY PAaOOTHHUKOB.

3ananue:
1. B 6iank yHu(pUIHPOBAHHOUN (OPMBI MPUKA3a O HANpPaBICHUU paOOTHUKA
B KOMaHIupoBKY (popma T-9) HeoOXomumo BHeCTH JaHHbIE (3apaHee
IIOITOTOBJICHHBIE MEAATOTOM).
2. CoctaBuTh 11 pabOTHHKA CITy>)KeOHOE 3a/1aHue.
3. CocTaBUTH aBaHCOBBI OTYET MO 3aBEPIICHUN KOMaHIUPOBKHU.

IIpakTuueckas padora Ne 14
no reme «@opMUpoOBaHNe JIMYHOTO /Ie/1a PA00OTHUKA JIJIsl C1Ia4YU B ApXUB»

(4 yaca)
Heap 3ansaTusi - GOpMHUPOBAHHME HaBbIKa O(GOPMIICHHS JIMYHBIX €I
pabOTHUKOB JIJIs1 CIaYX Ha apXHUBHOE XpaHEHHE.

3axanue:

3. 3yunth HOpMaTUBHBIC TPeOOBAHUS K OPOPMIICHHIO TUYHOTO JIeTa;

- Ilpasuna opeanuzayuu Xpawenusi, KOMNJIEKMOBAHUS, YYyema U UCHOJb308AHUSL
doxkymenmos Apxusnoeo ¢honda Poccuiickoii Dedepayuu u Opy2ux apxueuvix OOKYMEHMO8 8

opearnax eocydapcmeeﬂﬁoﬁ eracmu, opecaHax MECMHO2O CAMOYNpAeGIeHUs U Op2anu3ayusix
(2015).
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- Ilpasuna eedenus, opmuposanus, oopmieHUs 6 OP2AHUAYUAX U VUPEHCOCHUSX.
Ilamamka (coenacosano Ilpomoxon OIIIMK xomumema no oOeram 34AI'C u apxusos
Ilpasumenvcmesa Xabaposckoeo kpas om 25.09.2015 Ne 9).

- Vkas Ilpe3uoenma Poccuiickou @edepayuu om 30.05.2005 Ne 609 «O6 ymeepaicoenuu
Ionoxcenuss o0 NepPcOHANbHBLIX OAHHBIX 20CYOAPCMBEHHO20 — CPANCOAHCKO20 — CYHCAUE20
Poccuiickoti @edepayuu u 6ederuu e2o 1uuHo20 0enay.

2. Ucnonw3ys JOKYMEHTBI, pa3pab0OTaHHbIE HA MPEABIAYIINX MPAaKTHYECKUX
sapsaTHsIX NeNe 6 - 13, chopmupoBaTh JHYHOE €70 PAOOTHHKA C YYETOM
YCTaHOBJICHHBIX HOPMATUBHBIX TPEOOBaHUM.

3.2. Bonipochl AJ1s1 CAaMOKOHTPOJISI

1. 3akoHomarenbHble W HOpPMATUBHBIE akThl P®, periaMmeHTUpyOIUE
JIOKYMEHTUPOBAHKE KaJPOBOH €SI TEIbHOCTH?

2. llepeuncnure 3a1auu U GyHKIUUA KaAPOBOM CITyKObI?

3. Kakue yHudunupoBanusie (GOpMBI TOKYMEHTOB HCIOJB3YIOTCS B
KaJIJpOBOM JIEJIONIPOU3BOJICTBE?

4. Buabl 1 3a/1a4¥ TIJIaHOBOM KaIpOBOM JTOKYMEHTALIH ?

5. Tunuuneie omubOku npu  OGOPMIEHUH  IUIAHOBOM  KaJpOBOM
JIOKYMEHTAIUU?

6. Bunsl 1 3aaun opraHu3aiiOHHO-TIPABOBOM KaIPOBOM JOKYMEHTAIHH?

7. TexHoyornueckas LEMOYKA MPOLETYypbl COCTaBICHUS OpPraHU3allMOHHO-
MIPaBOBOM TOKYMEHTAITUN ?

8. CTpyKTypa TOMKHOCTHOM MHCTPYKIIUU COTPYTHUKA?

9. HopmaTtuBHO-1paBoBasi 0OCHOBa (POPMUPOBAHUS JOIKHOCTHON UHCTPYKITUU
COTpYIHHUKA?

10. Buapl 1 3a1a4u 1OTOBOPHOM KaJapOBOM JOKYMEHTAIIH ?

11. OcHoBHBIE pa3zesbl TPYAOBOIO JOIOBOPA U CYTh UX COAEpPKAHUSI?

12. Tlopsimoxk odopmiieHUs AOMOJHUTEIBHOTO COTJIalieHus (M3MEHEHHUS K
TPYAOBOMY JIOTOBOPY)?

13. OcHoBHBIE TpeOOBaHUS K O(DOPMIIEHUIO TPUKA30B?

14. KoMmruiekc mepcoOHAIbHOM KaIpOBOMl JOKYMEHTAINH?

15. OOuue npaBuia 3a0JIHEHUS TPYI0BON KHUKKH?

16. B kakmx ciydasx KaapoBas cily>)kOa WMEET MpaBO BbIIATh TyOJIHKAT
TPYXOBOM KHUXKKH?

17. Tlopsimok BblAAYM TPYAOBOM KHMXKKM pabOTHHKY, B CBSI3M C
YBOJbHCHHEM ?

18. Kak odopmiisercs Bbijada BKIAIbINIA K TPYIOBOM KHUKKE?

19. Kakoe cTpyKTypHOE TMOApA3ACIICHUE OpraHU3ANN XpaHUT OJaHKH
TPYIOBBIX KHIKEK U BKJIQJIBIIICH K HIUM?

20. Kak ucnpaBuTh OIMMOKH, OOHAPYKEHHBIE HA TUTYJIHLHOM JIUCTE TPYIOBOM
KHWKKA?

21. Kak wucnpaButh OmUOKH, OOHAPY)KEHHBIC TP 3aMOIHEHUH pasfena
«CBenenust o padbote»?

22. Bupl pactiopsiIATENbHBIX KaJAPOBBIX JOKYMEHTOB?

23. Buapl 1 3a1a4u y4eTHOM KaJpOBOW JTOKYMEHTAIUu ?
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24. OcOOEHHOCTH JIOKyMEHTHPOBAaHMsI HalpaBjieHUs pabOTHHKAa B
CITy)KEOHYI0 KOMaHANPOBKY?

25. Ydaetnpie (OpMBI, HCTIOJIB3YIOIIUECS B KaIPOBOH CITyKOe?

26. Kak ompenenstorcst CpOKH XpaHEHUS KaIpOBBIX JOKYMEHTOB?

27. TlpaBuna odopmieHUs JIUYHOTO Jeja pabOTHUKA IS Teperadyd Ha
apXUBHOE XpaHEHHUe?

28. Kakme MOKyMEHTBI IO JUYHOMY COCTaBy TOJJICKAT IOCTOSHHOMY
XpPaHECHUIO?

4. METOIMYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUITIVINHBI

CamocTosiTenbHass paboTa ABISETCA BaXKHBIM — BJIEMEHTOM  H3YUYCHUS
JUCUUIUIMHBL. Y CBOEHUE Marepuasna AUCLHUIUIMHBI HAa JEKUUAX, MPAKTHYECKUX
3aHATHSX M B PE3yJIbTaTe CaMOCTOATENIbHON MOATOTOBKM UM U3YUYEHHUS OTIAECIbHBIX
BOIIPOCOB AMCIUIUIMHBI, IO3BOJIAT MOJOMTH K HPOMEXKYTOYHON aTTecTaluu
NOJATOTOBJICHHBIM. 3HaHHS, HAKAIUIMBAEMbIE TIOCTENIEHHO W B Pa3JIMYHBIX
pakypcax, ¢ UCHOJb30BaHUEM MPOTHUBOIOIOKHBIX MHEHUN W B3IJISZO0B HA Ty WJIH
UHYI0O Mpo0iieMy SBISIOTCS TJIyOOKMMH M KayeCTBEHHBIMU, W TIO3BOJISIOT
(GbopMHUpPOBATh COOTBETCTBYIOUIME MNPOPECCHOHATbHBIE KOMIETEHIIMH KaK HTOT
00pa30BaTeIBLHOrO MpoLEcca.

JUid cucteMaru3alyy 3HaHUM 1O JAMCLUIUIMHE NEpBOHAYAIbHOE BHUMAHUE
ciieqyer oOpaTUTh Ha pabouyro MmporpamMmy Kypca, KOTopas BKJIIOYaeT B cels
OCHOBHBIE MPOOJIEMbl AUCHUIUIMHBI (TEMAaTUKY 3aHATHI), B paMKax KOTOPBIX U
(bopMHpYIOTCS BOIIPOCHI 71l KOHTPOJIS U aTrTecTanuu. [loaTromy cTyneHT, 3apaHee
O3HAKOMUBILIKUCH C MPOrpaMMON Kypca, MOXET JIydllle COPHUEHTHPOBATHCS B
MOCJIEIOBATEIBLHOCTH OCBOCHHSI Kypca ¢ MO3ULUNA OpraHU3alryd caMOCTOATEIbHOM
paboTHI.

[Ipu opranu3zauuu mpoiecca OCBOEHUS JUCHUIUIMHBI CIEAYET YUUTHIBATS:

1. IInanuposanue epemenu, 0meedeHHO20 HA 0CB0EHUE OUCYUNTUHBL.

[Ipy mUIaHUpOBaHMM BpPEMEHUM HA OCBOEHUE JUCHMIUIMHBI CIEAyeT
PYKOBOJICTBOBATbCS: CTPYKTYpPOH IUCHUIUIMHBI, B KOTOPOW YKa3aHbl KOJIMYECTBO
aKaJeMHUYECKUX YacoB B pa3pe3e KaKIAOW TeMbl, BUJA 3aHATUN (JIEKIIMOHHOE HIIU
MPAKTUYECKOE) U Yachl Ha CaMOCTOSITENbHYIO padoTy; (popmMoil mpomMeKyTOUHOU
aTTecTaluy (3a4eT, 3K3aMeH).

2. IlocneoosamenbHocms Oeticmeutl npu 0C80EHUU OUCYUNTIUHDI.

N3yueHne Kaxaod TeMbl AWCIUIUIMHBI 11€J1eCO00pa3HO HAYMHATH CO
3HAKOMCTBA C COJIep)KaHUEM JUCUMIUIMHBI B pa3pe3e TeM; 3aTeM CIEIyeT 3Tal
1no100pa UCTOYHUKOB U3 YMCIIAa PEKOMEHIYEMBIX U MOA0OPAHHBIX CAMOCTOATENHHO
(HayuyHble CTaThbu; HH(pOpPMalMs TPaBOBBIX 0a3 JaHHBIX; HHPOpMALUS C
opuIMaNbHBIX  CAMTOB TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB  MECTHOTO
caMoymnpaBjeHus U Jp.). M3yueHWe UCTOYHUKOBEAYECKOM ©Oa3bl MOXKET
COMPOBOXK/IAThCSI KOHCTIEKTUPOBAHUEM.

[lenecooOpa3Ho BecTH MepedeHb MPOOJIEMHBIX BOIPOCOB KAK MO CYIIECTBY
TEMbl, TaK U B CIy4yae 3aTPyJHEHHH C YSCHEHHEM CMbICIA H3JI0KEHHOTO B

WCTOYHHUKAX MmaTepuana (yKa3aHHBIE BOIPOCHI MOTYT OBITh pa3pelieHbl
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CaMOCTOSITEJIbHO, BO BpPEMS CECCHOHHBIX 3aHATHM WJIM Ha KOHCYJBTAallUU C
IPENoaBaTeeM).

JUis TOATOTOBKM K TMPAKTUYECKUM 3aHATHSIM PEKOMEHIYEeTCS MOIPOOHO
M3YYUTh KOHCIEKT JIEKIMM W HOPMAaTUBHBIE MaTephalibl, TpyaoBOM KOJIEKC
Poccuiickoit ®enepaiiid ¥ JIp. UCTOYHUKH, (OPMUpPYIOIIHE 0a30BbIe 3HAHUS
HEOOXOMMBIE IS BBITOJIHEHUS MPAKTUUECKUX PadOoT, MPETyCMOTPEHHBIX KYPCOM.

Takke  pEKOMEHIYETCS  O3HAKOMUTBCS  MOPSIKOM MIPOBEJCHUS
MPAKTUYECKUX 3aHITHM, KOTOPBIM BKIIOYAET CJEAYIOIIME JTambl: OOBsSCHEHHUE
3aJlaHds. U HaBBIKOB (KOMIIETEHIIMI), KOTOpbIE 3aKpEeIUISIOTCS B XOJAE €ro
BBITIOJIHEHUS; 3HAKOMCTBO C KOHKPETHBIMU HMCTOYHUKAMH WHOOpMAIUU IS
BBINIOJIHEHUS 3aJaHusl; OOCYX JEHHUE M YTOYHEHHE BOIPOCOB B XOJE aHaIHM3a
WCTOYHUKOB WH(OPMAIIMN; COBMECTHBIM MPOCMOTpP TEPBHYHBIX PE3YyJIbTATOB,
OLIEHKA UX COOTBETCTBUS MO (POPMAIBHBIM U CO/ICPKATETbHBIM TPEOOBAHUSIM.

3. Hcnonvzoganue yueOHo-Memoouyeckux mamepuanos u paboma c
Jaumepamypou.

Cnenyer HpUMEHSATh  CIEAYIOIIYIO  ITOCJIENOBAaTEIbHOCTh  M3YyYEHHUS
MCTOYHUKOB sl (opMUpOBaHUsI 3HAHUN 1O TeMam gucuuiuiuael: TK PO,
HOPMATUBHBIE  [PAaBOBbICE  aKThl [0  JAUCHMUIUIMHE, KOMMEHTapuu K
3aKOHOJATEIBHBIM aKTaM; HAYYHYI0O M y4eOHYIO JUTEpaTypy, a TakXe Ipyrue
VCTOYHHKH.

4. Ilo02o0mo6Ky Kk meKyujemy KOHmMpOJIo yCnesaemocmu.

OcHOBHOI 3aayeil TEKyLIEro KOHTPOJIS YCHEBAEMOCTH OOyYarouXcs
SBJISIETCSI TTOBBINICHUE KaueCTBA 3HaHUM, MPUOOPETEHNUE U PA3BUTHE UMU HaBBIKOB
CaMOCTOATENbHON paboThl. Tekymuid KOHTPOJh 3HAHUW OOyYarOMIMXCA TI0
JUCLUIUIMHE MOXET HMETh CIECAYIOLIME BHUAbBL: YCTHBIM ONpPOC Ha JIEKIUSX,
IIPAKTUYECKUX 3aHATHUSX; MPOBEPKA BBIIIOJHEHUS MMCbMEHHBIX CAMOCTOSTEIIbHBIX
paboT U JOMAIIHUX 3aJ]aHUI; TECTUPOBAHHUE.

Jist opdekTUBHOM MOATOTOBKUA K TEKYIIEMY KOHTPOJIIO MO JTUCIHUILIAHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHIOBAHHYIO OCHOBHYIO M JIONOJHUTEIbHYIO
JUTEPATYPY, KOHCHEKThl JEKUUW, pa3padOTKU CTYACHTOB, BBINOJIHEHHBIE B
pe3yJIbTaTe MOJATOTOBKHU U BBIMOJIHEHUS MPAKTUYECKUX 3aJaHUMN.

5. ®OHJ ONEHOYHBIX CPEACTB JJISI IIPOBENEHUSI
IMPOMEXYTOYHOU ATTECTAIIMH 11O JTUCIIUITJIMHE

5.1. Ilepevyenb koMIeTeHUMH U dTanbl UX GOPpMUPOBAHUS
Cornacho ®I'OC BO 1o HanpaBneHuto noaroroBku  46.03.02
JIOKyMEHTOBEICHHE W apXUBOBEACHUE B pPAMKax HW3Y4YEHUs OUCLUMIUIMHBI Y
00y4Yaroumxcs JOJKHbI ObITh CHOPMHUPOBAHBI CIEAYIONINE KOMIETEHIUU:

Kon DopMyITHPOBKa KOMIIETCHIINU
K npogecCHOHAIbHbIC KOMIIETCHIIUH
TIK-17 Brnagenue MeTogaMu 3amuThl HHGOpMAIH
TIK-25 Brnajienue HaBBIKAMHU TOATOTOBKHU YIPABICHYCCKIX JIOKYMEHTOB M BEJICHHS AEIOBO MEPEITUCKU
TIK-32 Bnamenue  3akoHOHATENBHOM W HOPMATHBHO-METOJIUYECKOW  0a30if  WH(pOpMAIMOHHO-
JOKYMCHTAI[HOHHOTO  OOECIICYEeHUS  YOPABICHUS ©  apXUBHOTO  [IeJia, CIIOCOOHOCTBIO
OpUEHTHPOBAThCS B IPABOBOM 0a3e CMEKHBIX 00IacTei
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T1K-33 3HaHHEe OCHOB TPYI0BOT'0O 3aKOHOIATEIbCTBA

T1K-34 Co0Oumro/ileHue IpaBUIl M HOPM OXpaHbl TpyJa

[1K-36 3HaHne TpeOOBaHMM K OpraHW3aldd KaIpoBOTO JEIONPOHM3BOACTBA M JIOKYMEHTHPOBAHHUIO
TPYJIOBBIX OTHOIICHHUI, XpaHESHHIO TOKYMEHTOB 110 JITYHOMY COCTaBy

Jranbl GOpMHUPOBAHMS KOMIIETEHIIUN:

Hauanvnoui — Ha 93TOM  dTanme  (OPMHPYIOTCS  3HAHUEBBIE WU
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHI[MH, OCBAaMBAIOTCS OCHOBHBIE KaTErOpHH,
dbopmupyrorcs 6a3oBbie ' yMeHHMS. CTYIEHT BOCIPOU3BOIUT TEPMHUHBI, (aKTHI,
METO/Ibl, MTOHSATHUS, MPUHILIMIIBI U MPaBUIIA; peliaeT yyeOHble 3a7auu 1Mo oOpasily.
Eciu crygeHT oTBeuaer 3TUM TpeOOBaHUS MOXHO TOBOPUTH 00 OCBOCHHUU UM
MOPOTrOBOT0 YPOBHS KOMIIETEHIIUH;

OcHosHOU — 3HaHMS, YMEHHS, HABBIKHU, oOecredynBaromue GopMUpOBaHUE
KOMIIETEHIIUM, 3HAYUTEJIbHO BO3pPACTalOT, HO €HI€ HE JOCTUTal0T HMTOTOBBIX
3HaueHnii. Ha »3TOM 3Tame CTyJAeHT OCBaMBaeT AaHAJWTHUYECKUE JCUCTBHUS C
OpPEIMETHBIMA ~ 3HAHUSAMHM [0  KOHKPETHOW  JMCIMIUIMHE,  CHOCOOEH
CaMOCTOATENIbHO peIlaTh Y4YeOHbIE 3aJaud, BHOCA KOPPEKTHBBI B aJITOPUTM
JEUCTBUM, OCYIIECTBIISASI CAMOPETYJISIIIUIO B X0/1€ PabOThl, MEPEHOCUTh 3HAHUS U
YMEHHUSI Ha HOBBIE YCJIOBHS. YCHEIIHOE MPOXOXKJIECHUE ATOr0 dTana IMO3BOJSET
JIOCTHYb CTAHJAPTHOT'O YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHINH;

3asepwarowuii — Ha 3TOM 3TaNe CTYAEHT IOCTUTAaeT UTOTOBBIX MOKa3aTelen
1O 3asBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaET BECh HEOOXOIMMBIN 00BEM
3HAHWM, OBJAJEBACT BCEMU YMEHHSIMU M HaBbIKAaMU B cdepe 3asBICHHON
koMmrieTeHuu. OH crocoO0eH HMCIOJIb30BaTh 3TU 3HAHUS, YMEHHUS, HAaBBIKU TpU
pPELIEHUH 3a/1ad TOBBIIMICHHOW CJIOKHOCTH W B HECTaHAAPTHBIX ycioBusx. Ilo
pe3yapTaTaM 3TOTO JTala CTYyJEHT JEMOHCTPUPYET JSTAJIOHHBIA  YpOBEHb
cOpMHUPOBAHHOCTU KOMIIETEHIIHUH.

5.2. Iloka3aTe/id 1 KPUTEPHUH OLIECHUBAHUSA KOMIIETECH NI

JIns oneHUBaHUS Pe3yJIbTATOB OOyUeHHsS B BUJI€ 3HAHUM HCIOJIL3YIOTCS
CICAYIOIIME MPOLEAYyphl W TEXHOJIOTHU: TECTUPOBAHUE; WHIUBUIYyaTIbHOE
coOeceoBaHue, MMCHBMEHHBIC OTBETHI HA BOMPOCHI (B BUJIC MEKyULez0 KOHMPOis).

IIpoMekyTOUYHBII KOHTPOJIb peaU3yeTCs B XOJAE cllaud OOy4aroluMUCs
3auera Ha 3 Kypce u 3k3aMeHoB Ha 4 u 5 kypcax (3PO0).

3ader MpPOBOAMUTCS B BUAEC COOECENOBAHMS O KOHTPOJBHBIM BOIIPOCAM.
OueHka 3HAaHWN MPOM3BOAUTCSA MO IIKAJIE: 3aYTEHO M HE 3auTeHo. B ciyuae
HEYJOBJIETBOPUTEIBHON OLIEHKH CTYJEHT HMMEET IpaBO Iepecaarh 3ayeT B
YCTaHOBJICHHOM TOPS/JIKE.

DK3aMeHbl TPOBOIATCA MO0 B (GoOpMe TECTUPOBAHUS TI0 BCEMY
MPOIICHHOMY MaTepuaiy, Ju00 mo OwieraMm (C OJHUM TEOPETHUYECKUM U OJHUM
MpPaKTUYECKUM BorpocoM). OlleHKa 3HAHUM TPOU3BOIUTCS MO 4-X OaUTbHOU
mkaine. B ciydae HEYJOBJIETBOPUTEIIBHOM OIIGHKH CTYACHT HMEeT IpaBo
nepecaaTh SK3aMeH B YCTAHOBJICHHOM JIOKAJIbHBIMU HOPMATUBHBIMHM aKTaMH By3a
MOPSIIKE.

O01mue KpuTEepUN OLIEHKN 0TBETOB CTY/IEHTOB
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Ounenka
«OTJIMYHO»

Onenka
«XOPOIIO0»

Onenka
«YHOBJIETBOPUTEIbHOY

Onenka
«HEeYJI0BJEeTBOPHUTEIHHO»

OneHkKa «3a4TeHO»

OneHkKa «He 3a4TeHO0»

OILIEHUBAETCS OTBET, ECITN
CTYZAEHT UMEEeT
CHCTEMHBIC TTOJTHBIE
3HAHMS ¥ yMEHHS 110
MOCTaBJICHHOMY
Bonpocy. CoaepxaHue
BOIIPOCA U3JIaraer
CBSI3HO, B KpaTKOU
(hopme, packprIBaeT
MIOCJIEI0BATENHHO CYTh
N3y4YEHHOTO MaTepHania,
JEMOHCTPHPYS
MPOYHOCTH U
MPUKJIAHYIO
HarpaBJIeHHOCTb
MOJIyYEHHBIX 3HAaHUHN U
YMEHU, HE IOIIyCKaeT
TEPMHUHOJIOTHYCCKUX
OLIMOOK U (haKTHIECKUX
HETOYHOCTEH

OLICHUBAETCS OTBET, B
KOTOPOM OTCYTCTBYIOT
HE3HAYHNTEIbHBIC
3IIEMEHTBI COJICPIKAHHS
WITH TIPUCYTCTBYIOT BCE
HE0OX0/IUMBbIC
9JIEMEHTHI COJIepPIKaHMU,
HO JIOITYIIEHBI
HEKOTOPHIC OLITHOKH,
MHOT'JIa HapyIIajaach
HOCIIEZIOBATENIBHOCTD
U3JI0KEHHSI.

OIICHHBACTCS HETIOJHBIN
OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTENBHBIC JICMEHTBI
COJICPKAHUS HITU
MPUCYTCTBYIOT BCE
BBIIIEH3JI0KEHHBIE
3HaHUSI, HO JOMYIICHEI
CyIIEeCTBEHHBIE OIIHOKH,
HEJIOTUYHO, IPOCTPAHHO
H3JI0’KEHO OCHOBHOE
coJiepKaHue BOIPOCa.

OLICHUBACTCS OTBET, IIPU
KOTOPOM CTYJICHTEI
JEMOHCTPHUPYIOT OTPBIBOYHBIE,
OeccrcTeMHbIC 3HAHMS,
HEyMEHHE BBIJICIHUTH IIIaBHOE,
CYIIECTBEHHOE B OTBETE,
JIOIYCKarOT TpyOble OLIMOKH

Ornipejie/ieHHe YPOBHSI OCBOCHHSI KOMIIETe

HIUIA B COOTBETCTBUH C OLIEHKOI 0TBETa CTyJA€HTA

OueHka «OTIUYHO»
CBUJICTENBCTBYET O
HAITUYUH
c(hOopMUPOBAHHBIX
KOMITIETEHI[H BHICOKOTO
(3TaJ10HHOT0) YPOBHS
JUTSL pEICHUS
po¢heCCHOHATBHBIX
3amay

O1eHKa «XOPOIIOY»
CBHUJICTEIECTBYET O
HAJIMYUHU
c(OpPMHIPOBAHHBIX
KOMIICTCHIINI
CTAaHIAPTHOIO YPOBHS
JUTSL pEIICHUS
poheCCHOHATBHBIX
3a7a4

Ounenka
«yIOBJIETBOPUTEIHHO
CBHACTEIBCTBYET O
HaJIMYUH
c(opMHPOBaHHBIX
KOMIICTCHIIHUI IIOPOroBOro
YPOBHSI [UTS PEIICHUS
npodeccHoHANBHBIX 3a/1a4

Ounenka
«HeY/I0BJIETBOPUTEJILHO»
CBHUJICTENBCTBYET 00
OTCYTCTBHH
copMuUpOBaHHBIX
KOMIIeTeHIUH /TS peIIeHHs
npodeccroHaNBHBIX 3a/1a4

5.3. MaTepuaJibl VIl OLIEHKH M KOHTPOJIS Pe3yJIbTATOB 00yUeHUs!

3anaHus K 3a4ety / IK3aMeHy ®opmupyemble
KOMIEeTeHIUH
Teopemuueckue sonpocul
1. 3amaun ¥ QYHKIMU KaJpOBOM CITY>KOBI. T1K-32, ITK-36
2. HopmaTtuBHO-MeTonmMueckass 0a3za, perimameHtupyromas mnoaroroBky | I1K-32, TTIK-36
KaJJpOBOM JIOKYMEHTAIHH.
3. JlokanmpHBIE  HOpPMAaTWUBHBIE  JOKYMeHTHI,  pernamentupytomme | [1K-32, [TK-36
JeSITeIbHOCTh KaJIPOBOM CITYKOBI.
4. TlonsTue TpPyIOBOrO JOroBOpa, ompeaeneHus coxaepxkanus tpynosoro | [1K-32, TIK-33,
JIOTOBODA. I1K-34, T1K-36
5. Buabl i1aHOBOM KaJApOBOW TOKYMEHTALIMH. I1K-32, I1K-33,
I1K-36
6. HaznadyeHnne 1 0COOCHHOCTH COCTaBJICHUS IITATHOTO PACIIMCAHUSI. I1K-32, IIK-33,
I1K-36
7. Ha3zHauenue u nops10ok opopmiieHus rpadrka oTIyCcKOB. [1K-32, I1K-33,
I1K-36
8. Bupl opraHu3aliuOHHO-TIPaBOBOM JOKYMEHTALMH. [1K-32, I1K-33,
I1K-36
9. Hasnauenme u 0COOCHHOCTM cocTaBieHusi mpaBui BHyTpeHHero | [IK-32, ITK-33,
TPYAOBOTO PACIOPSIIKA. I1K-36
10. Ha3zHaueHne 1 0COOEHHOCTH COCTaBJIEHUS MOJoKeHHust o cTpykTypHoMm | I1K-32, ITK-33,
MOAPa3ICICHUH. I1K-36
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11. Ha3znaueHnue u 0COOCHHOCTH COCTABIICHUS JOKHOCTHONW MHCTPYKITUH. [TK-32, T1K-33,
I1K-36

12. IlpaBuna odopmieHHs TPYAOBBIX KHIDKEK, BHeceHUs nomonneHui u | [I1K-32, TTK-33,

WCIIPABJICHUM B HENPABUJILHO BHECEHHBIE 3aITHCH. I1K-36

13. TTopsimok BeIIaYM TPYAOBOM KHMKKH PAOOTHHUKY. ITK-32, T1K-33,
I1K-36

14. TTopsimok ohopMIICHHS BKJIAJIBINIA B TPYIOBYIO KHHXKKY. ITK-32, T1K-33,
I1K-36

15. TTopsimok BeIIaYM AyOIMKATa TPYIOBON KHUKKH. I1K-32, I1K-33,
I1K-36

16. Yuer nBr>XeHUs TPYJAOBBIX KHUKEK W BKJIAIBIIICH K HUM. I1K-32, I1K-33,
I1K-36

17. OcHOBHBIE HOpPMAaTHUBHBIC JOKYMEHTHI, periiameHTupytomue padory c | I1K-32, TTIK-33,

TPYAOBBIMU KHM)KKaMU PaOOTHHKOB. I1K-36

18. IlepconanpHBIC NaHHBIE paOOTHHKA: cOOp, XpaHeHHe, orBeTcTBeHHOCTh | [IK-17, T1IK-32,

3a IOCTOBEPHOCTh M HE3aKOHHOE PaCIPOCTPAHCHHUE. I1K-33

19. JlokymeHTallMOHHOE comnpoBoXxaAeHue mpuema padotHukoB. CocrtaB | [IK-25, [1K-32,

JIOKYMEHTOB, TpeOyeMBIX IPH MpHeMe Ha padoTy. [1K-33, I[1K-36

20. . JIokyMeHTaIlMOHHOE COTIPOBOKICHHUE TIepeBoa paboTauka Ha npyryro | [1K-25, [TK-32,

pabory. I1K-36

21.  Texwuomormyeckass  IeMmoYka  JOKyMeHTHpoBanus  mpouenypsl | [IK-25, [TK-32,

YBOJIbHEHUSI paOOTHHUKA. I1K-33, T1K-36

22. JIokyMEHTHUpOBaHHE MPOLIETyPhl TOOLIPEHNUS PAOOTHHKA. [1K-25, I1K-32,

I1K-33, I1K-36

23. JlokyMeHTHpOBaHWE TpoOUEAYpbl TpuMeHeHus aucuuiumHapHoro | [1K-25, ITK-32,

B3BICKAHUS K pAOOTHHKY. I1K-33, T1K-36

24. JInuHast KapTo4Ka pabOTHHUKA: OCOOEHHOCTH O(POPMIICHHS [1K-25, I1K-32,
I1K-36

25. JlokyMeHTaIus 1o y4eTy UCIOIb30BaHus pabodero BpeMenu u pacuetroB | [1K-25, TTK-32,

OIJIaThI TPYJia U 0COOEHHOCTH €€ 0(hOpMIICHUS I1K-33, I[1K-36

26. TTopsimox oopmIiteHHs KaapoBhIX Jel COrNIacHO HoMeHKartype ner, ux | [1K-17, TTIK-32

TEKYyIIIee U apXUBHOE XpaHEHHE.

27. ®opmupoBaHue U BeaeHue JUUHbIX aen. CoctaB gokyMenToB iuyHoro | [1K-32, TTK-36

Jiena.

28. @opmupoBaHue JUYHBIX Jen ans caaud B apxuB. CoctaB nokymentoB | [1K-32, TTK-36

JIMYHOTO JeTa.

29. Tlopsmok 3amuThl TEPCOHANBHBIX NaHHBIX paboTHHKa B Kamgposoil | [IK-17, I[IK-32,

ciyxoe. I1K-33

30. /TokymMeHTHpOBaHUE MPOLEAYPHI HarlpaBieHus paboTHHKA B cinyxebHyto | [1K-25, ITK-32,

KOMaHJIUPOBKY. ITK-33, T1K-34,
I1K-36

Ilpakmuueckue onpocwl

1. B 6nank yHuduuupoanHoi ¢opmsl mratHoro pacnucanus (popma | I1K-32, I1K-33,

T-3) HeoOX0MMO BHECTH JaHHbBIE (3apaHee MOrOTOBICHHBIC MEarorom) o I1K-36

COCTaBe JIOJDKHOCTEH, IITATHBIX €IWHUI], OKJIaJaX W pa3Mepax HaJ0aBoK,

MOJABECTH JaHHBIE O MeCSYHOM (oHae 3apaboTHOW TIaThl IO BCeH

OpTraHH3aIHH.

2. B 6nank yauunmpoBanHoii popmbl rpaduka otmyckos (popma T-7) | T1K-32, TIK-33,

HEO0OXOJMMO BHECTH JaHHBIE (3apaHee MOATOTOBICHHBIE IEJaroroMm) o ITK-36

3aIJITAHUPOBAHHBIX M (PAKTUYECKHX JAT OTITYCKOB PAOOTHHKOB.

3. B ¢dopMy H0MKHOCTHOW HMHCTPYKIIMH, MpeIokeHHYIo menaroroM, | [1K-32, TTK-33,
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BHECTH HCAOCTAIOIIME CBEJACHHUS, COOTHOCS HMX C IIOJOKCHUSIMH I1K-36
npoecCHOHANBPHOrO CTaHAapTa CHElHalucTa IO OPraHU3alMIOHHOMY H
JIOKYMEHTAIlMOHHOMY OOECIICUYCHHUIO YIpaBJICHHUS OpraHu3amueii (yTB.
[Ipukazom Ne 276H ot 06.05.2015 MunucrepcTtBa TpyJa U COUUAIBHOMN
3anuThl PO).

4, B dopmy TtpynoBoit kHwxku (yrBepxkaeHnyio IlocranoBiaenuem | I1K-32, ITK-33,
[TpaButensctBa PD ot 16.04.2003 Ne 225 (pem. ot 25.03.2013) «O I1K-36
TPYAOBBIX KHIDKKAax») BHECTH CIEAYIONIME JIaHHBIC: JIaHHBIC JIJIS
TUTYJIBHOTO JIMCTa TPYAOBOM KHIDKKH, CBEACHHS O TpUeMe Ha padoTy;
CBEJICHUSI O TIEPEBO/IE Ha APYTYIO JOJDKHOCTB; CBEICHUS 00 YBOJIHHCHHUHU.

S. B ¢opmy TtpynoBoit kHmxkku (yrBepkaeHHyio IlocranoBmenumem | I1K-32, I1K-33,
IIpaButensctBa P® ot 16.04.2003 Ne 225 (pea. ot 25.03.2013) «O I1K-36
TPYAOBBIX KHIDKKAax») BHECTH CIEAyIOIIME JaHHBbIC: JaHHBIC IS
TUTYJBHOTO JIUCTa TPYIOBOW KHMJKKH; CBEICHUS O IIpUeMe Ha padory;
CBEJICHUS O MEPEeBOJE Ha JPYTyI0 JOJDKHOCTD; CBEIEHHsS 00 HCIpaBlICHUH
HEMpaBWIbHO BHECEHHOM 3alMcH O MepeBoje Ha JPYryr JOJDKHOCTb
(HempaBUIJIBHO YKa3aJlM JOJKHOCTb); CBEIACHHS O CMEHE (paMUJIMHU U CMEHE
YpOBHsI 00pa30BaHusl.

6. B ¢dopmy TtpynoBoit kumxkku (yrBepxkaeHHyro Ilocranosnenuem | I1K-32, ITK-33,
[TpaButensctBa PD ot 16.04.2003 Ne 225 (pem. ot 25.03.2013) «O ITK-36
TPYAOBBIX KHIDKKAax») BHECTH CIEAYIOIIAE JIaHHBIC: JaHHBIC JIJIs
TUTYJBHOTO JIUCTA TPYJOBOMW; CBEJCHHS O TpueMe Ha paboTy; CBeIeHUsI 00
YBOJBHCHUHU; CBEICHUS O IPHEME Ha HOBYK paboOTy;, CBEICHUS O
HArpaKICHUSX.

7. B ¢opmy TpynoBoro noroBopa, npeanoxkeHHywo mnenarorom, Buectu | [1K-32, TTK-33,
HEJOCTAIONINE CBEACHHS, COOTHOCS C JoJpkHocTHOM wumHeTpykiumed | [1K-34, T1K-36
pabOTHHKA.

8. B Onank ynudumupoBanHo# ¢opmbl mprkaza o npueme Ha pabory | IIK-25, I1K-32,
(popma T-1) HeoOxoaumo BHECTH JaHHble O mnpueme pabotHuka Ha | [IK-33, [IK-36
OCHOBHYIO pa0oTy.

9. B Onank yHuduuupoanHoi (opmbl npukaza o npueme padornuka | I1K-25, I1K-32,
Ha paboty (popma T-1a) HeoOxonuMo BHECTH JaHHBIE 0 Tpueme padorauka | [1K-33, [TK-36
Ha paboTy MO0 COBMECTUTENBCTRY.

10. B Omank yHu(umpoBanHoi Gpopmel nprukasza o nepeBoae padornuka | [1K-25, TTK-32,

Ha Jpyrylo Ha paboty (popma T-5) HEoOXOOMMO BHECTH MIAHHBIE O I1K-36
nepeBojie pabOTHHUKA Ha APYTYIO padoTy.
11.  3anonnuts OnaHk yHupuMpoBaHHOM Qopmel mpukaza o | [IK-25, I1K-32,

MPEKpAICHUN TPYJAOBOTO J0roBOpa ¢ pabotHukamu (yBosbHeHuH) (popma | I1K-33, T1K-36
T-8a).

12. B Onask yHudunupoBanHoii Qopmbl mnpukaza o mnoompenun | [I1K-25, TTK-32,

pabotHuka (¢popma T-11) BHecTH gaHHBIE O (hopMe NMOOUIPEeHHs paOOTHHUKA. I1K-33, I[1K-36

13. CocraBuTh mpHKa3 O CHATHM JUCHUIUIMHApHOTO B3bicKaHus c | [IK-25, ITK-32,

paboTHHKA. I1K-36

14.  OdopmuTh OMH U3 pa3enoB JUYHON KapTOYKU paboTHHKaA (popma I1K-36

T-2).

15.  CocraBur Tabens yuera pabodero Bpemenu (¢popma T-12). [1K-32, I1K-33,
I1K-36

5.4. MeTtoanueckue MaTepHaJIbl 10 OLIEHUBAHUIO Pe3YJIbTATOB 00y4YeHU s
IIpome:kyTouHasi aTTecTAlMA PEATU3YETCS B XOJ/€ Ca4l 00YyUYaIOIUMUCS
3a09HOM (opmbl OOy4YeHHS OJHOTO 3a4yeTa W JBYX JK3aMeHOB. llembio
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IIPOMEKYTOUHOM aTTEeCTAlMU SBISETCS KOMIUIEKCHAas M OOBEKTHMBHAs OLICHKA
3HaHUW CTYJEHTOB B TPOIIECCE OCBOCHHMS HMH OCHOBHOW 00pa3oBaTENIbHOM
IPOrPaMMBbI BBICHIETO MPO(PECCHOHATBHOTO 00pa30BaHMUsL.

DK3aMeH, 3a4eT M0 MpecienyeT Ledb OLUEHUTh padoTy CTyAEHTa 3a Kypc,
CTENEHb YCBOCHUS TEOPETUUECKUX 3HAHUNA M KOMIIETEHLIUH, YPOBEHb TBOPUYECKOTO
MBILUUIEHUS, HaBBIKOB CaMOCTOSITENIbHOM pabOThl, yMEHHE aHaJIU3UPOBAThH
NIOJTyYEHHbIE 3HAHUA U IPUMEHATh UX B PEILICHUU IPAKTUYECKUX 3a/1a4.

DK3aME€H MOXET MPOBOIAUTHCS:

- 8 ycmHou Qopme no  IKIAMEHAYUOHHbIM  Oulemam, KOTOPbIE
yTBepkaatoTcs Kadenpoi. [Ipn HE0OXOAUMOCTH 3K3aMEHATOPY MPENOCTABISETCA
IpaBO 3a/aBaThb CTYACHTaM JOMOJHUTEIbHBIE BONPOCHL. JK3aMEHAIIMOHHbBIE
OWwIeTbl TMOMHMO TEOPETHUYECKHX BOIPOCOB  JIOJDKHBI  MPEIyCMaTpHBaTh
PaKTUYECKUE 3a/IaHUsI 110 ITporpamMmme Kypca.

- 8 HNuUCbMeHHOU popme (8 6ude nucbmeHHvlX mecmosg). TecTbl
IpeayCMaTpUBalOT BOMPOCHI MO BCEMY MPOHAEHHOMY Marepuany. B TecToBbie
3aJlaHds  BKJIIOYAIOTCS BONPOCHI TEOPETHUYECKOrO Xapakrepa, a Tak XKe
peyCcMaTpUBAIOTCS HEOOIbIINE IPAKTUUECKUE 3aJaHUsI.

Bo Bpems »53K3aMeHa CTYJIEHTbl MOTYT TOJb30BaThCs  yUEOHBIMU
nporpaMMaMi, CIPaBOYHMKAMM W HPOYMMHM HCTOYHUKAMM HH(pOpMaluy,
IIEPEUYECHb KOTOPBIX YCTAaHABIMBAETCA IIPENOJABATENIEM M COIVIACOBBIBACTCA Ha
3acefaHuu  Kageapel. Mcnonb30BaHHWE MaTepuanoB, HE MNPEAYCMOTPEHHBIX
YKa3aHHBIM NIEPEYHEM, a TAKXKE MOMbITKA OOLIEHUS ¢ IPYTUMH CTYIAEHTAMH, B TOM
YHUCJIE C NPUMEHEHHEM OJJIEKTPOHHBIX CPEICTB CBS3H, HECAHKLIMOHUPOBAHHBIC
NEPEMEIICHHS CTYIEHTOB U T.I1. SBJIIOTCS OCHOBAHUEM /IS YAAJICHUS CTyACHTa U3
ayIUTOPUM W TOCIHEAYIOIIEr0  BHECEHUS] B BEIOMOCTb  OTMETKH
«HEYJOBJIETBOPUTEIBHO» («HE 3aUTEHOM).

KpurepusiMu  ycHnemHOCTH OCBOEHHUSI CTYJEHTOM JaHHOW y4eOHOM
JUCUUIUIMHBL TPU  TMPOBEACHUM TEKYIIEr0 M MPOMEKYTOUYHOTO KOHTPOJIA
SBJISFOTCSI:

1. KonmuuecTBO mNpaBMIIbHBIX OTBETOB HAa TEKYILIEM TECTUPOBAHUU U IO
HK3aMEHAIMOHHOMY OMJIETY (TECTY).

2. AKTHBHOCTb MOBEJCHMS CTYACHTA HA 3aHATHSIX, BBINOJIHEHHUE KaXKIbIM
CTYJEHTOM BCEX MPAKTUYECKUX PAOOT, OCMBICIEHHOCTh M CaMOCTOSITEIbHOCTD
CY’KJI€HUH, IPOSIBJIIEHHBIX B X0JI€ YCTHOI'O OIpOCA.

3. [IpaBusibHbBIE OTBETHI Ha BOIPOCHI 1O COAEPKAHUIO 0a30BbIX UCTOYHUKOB M3
CIIMCKOB PEKOMEHIOBAaHHOW JINTEPATYPhI 110 JUCLUILITIHE.

4. JleMoHcTpauus 3HaHHS TPOPECCUOHATBHBIX TEPMUHOB, MOHSTHM,
KaTeropuu U TEOpUil.

5. Hanuume CcOOCTBEHHOTrO BHJEHUSA paccMaTpUBAaEMOl MpPOOJIEMBI,
c(hOpMHPOBAHHOTO HAa OCHOBE M3YUYEHUS M aHAJIM3a Hay4YHBIX palboOT, BBIIIOJIHEHUS
MPAKTUYECKUX 3aJaHUN.

6. PECYPCHOE OBECIIEYEHHUE
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6.1. OcHOBHAs ¥ 1ONOJTHUTEJIbHAS y4eOHasA JIUTEpaTypa

OcHoBHasi JuTEpaTypa

1. Poroxwun, M.FO. Jlenonpous3BOACTBO B KaJpOBOH cCiyx0e : yueOHO-
npaktudeckoe nocodue / M.IO. Poroxus. - 3-e¢ u3., nepepad. u jnom. - Mocksa ;
bepnun : Jlupexr-Menua, 2014. - 783 c. - ISBN 978-5-4475-1576-8 ; To xe
[ DNEKTPOHHBI pecypc]. - Pexum pabOThI:
URL.: http://biblioclub.ru/index.php?page=book&id=253703.

2. PoibakoB, A.E. OcCHOBBI JA€NONPOM3BOACTBA : YydeOHHMK : [12+] /
A.E. PribakoB. — 3-¢ u3a., ucnp. — Munck : PUIIO, 2016. — 320 c. — Pexum
JOCTYTIA: 1o MOJITTHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=463666 (1ara  oOpaieHus:
13.07.2020). — bubmmorp. B kH. — ISBN 978-985-503-606-8. — Tekct :
AIEKTPOHHBIN.

3. SuxoBuy, III.A. Jlemonponu3BOACTBO B KaapOBOU CIyXKOe : y4eOHUK /
III.A. SIakoBuu. - Mocksa : FOnutu-/lana, 2015. - 161 c. - bubmmorp.: c. 112. -
ISBN 5-238-01076-1 ; To xe [DnekTpoHHBIH pecypc]. - Pexum paboTsr:
URL.: http://biblioclub.ru/index.php?page=book&id=119021.

JlonoTHUTEIbHAS JTUTEPaTypa

1. bapuxun, A.b. KazapoBoe 1enonpou3BOACTBO : MPaKTUYECKOE
nocobue / A.b. bapuxun. - Mocksa : Kamwxkusrit mup, 2009. - 192 c. - ISBN 978-5-
8041-0340-9 ; To xe [DnextpoHHbli pecypc]. - Pexum paboThI:
URL.: http://biblioclub.ru/index.php?page=book&id=89682.

2. Ka6amos, C.1O. Jlenonpou3BoCTBO U apXUBHOE JIEJI0 B TEPMUHAX U
ompeneneHusax : yueoHoe nocodbue / C.1O. Kabamos, N.I'. Achanausposa. - 3-e
u3M., ctep. - Mocksa : MznatensctBo «®nunTay, 2018. - 295 c. - ISBN 978-5-

9765-0784-5 ; To xe [DnexkTpoHHbIi pecypc]. - Pexum  paboThL:
URL.: http://biblioclub.ru/index.php?page=book&id=69168.
3. Kanposuk [cOopHuk]: TpynoBoit konekc PD, kanpoBbie JOKYMEHTHI,

pexomengaiuu / . - HoBocubupck : Cubupckoe YHUBEPCUTETCKOE M3AATENIbCTBO,
2011. - 288 c. - ISBN 978-5-379-01509-1 ; To e [DnekTpoHHBIH pecypc]. -
Pesxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=57250.

4, Muxaitnos, FO.M. Jluunesie jgena COTPYJHHUKOB KOMITAHWU: Kak
MpaBUIbHO OQOPMIISITE, BECTM M XPaHUTh : TMpaKTUYecKoe mocooue /
FO.M. Muxaiinos. - Mocksa ; bepnun : upexkr-Menua, 2014. - 160 c. : wn. -
bubmuorp. B kH. - ISBN 978-5-4475-1870-7 ; To xe [DIeKTpoHHBIA pecypc]. -
Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=253691.

5. Mycaros, P.1. Kanposoe nenonpousBoactso / P.W. Mycaros. -
Mocksa : Jlabopatopust kauru, 2012. - 117 c. - ISBN 978-5-504-00068-8 ; To xe
[DNEeKTPOHHBIM pecypc]. - Pexum paboThI:

URL: http://biblioclub.ru/index.php?page=book&id=141262 (26.08.2019).
Poroxun, M.FO. Opranuzanus KaapoBoW paOOThl MOpPEaNnpusTus : ydeOHO-

npaktudeckoe nmocooue / M.1O. Poroxun. - Mocksa ; bepnun : Jlupekr-Menua,
2014. - 240 c. : wn. - bubmmorp. B kH. - ISBN 978-5-4458-6532-2 ; To xe
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[DneKTpOHHBII pecypc]. - Pexum paboTHI:
URL.: http://biblioclub.ru/index.php?page=book&id=253710 (26.08.2019).

6. Capenko, ILII. Tpymomoit komekc wu TpymoBoit moroBop /
I[1.IT. CaBenko. - Mockaa : Jlabopatopust kauru, 2011. - 129 ¢. - ISBN 978-5-504-
00170-8 ; To ke [DnekTpoHHbI1 pecypc]. - Pexum  paboThI:
URL.: http://biblioclub.ru/index.php?page=book&id=140832.

ITepBOUCTOYHUKH

1. I'paxpganckuii  koaekc Poccuiickoit @enepanmu. Yacts 1 ot
30.11.1994 No51-®3 (B pen. ot 30.11.2011); yacts 2 ot 26.01.1996 Nel14-D3 (B
pen. ot 30.11.2011); wacte 3 ot 26.11.2001 Neo 146-®d3 (pea. ot 30.06.2008),
gactb 4 ot 18.12.2006 Ne 230- @3 (B pen. 0108.12.2011) // CIIC «["apanT».
XT'UK.

2. Konctutynust Poccuiickoii ®denepanuu. Ilpunsra 12 nexabpsl1993
r. (¢ u3m. Ha 21.07. 2014 r.) // CIIC «I"apant». XI'UK.
3. Poccuniickas @epepanusa. 3akoHsl. O rOCYJJapCTBEHHO  SI3BIKE

Poccuiickoit ®enepanuu ot 01.07.2005 Ne 53-D3 : [henepanbHbIi 3aKOH : MPUHST
['oc. Hymoit 20 mast 2005 r.] // CIIC «I"apant». XT'UK.

4, Poccuiickas @enepanus. 3akoHbl. O ToCy1apCTBEHHOUN IpakIaHCKON
cyxx6e Poccuiickort ®denepanuu ot 27.07.2004 Ne 79-D3 : [benepanbHbIi 3aKO0H :
npunsT ['oc. Jymoit 7 utons 2004 r.] // CIIC «I"apant». XI'UK.

S. Poccuiickass ®@enepauus. 3akoHbl. O  MEpCOHANBHBIX JAHHBIX OT
25.07.2006 Ne 152-@3 : [dbenepanbhblii 3akoH : TpuHAT ['oc. dymoii 8 utomns 2006
r.] // CIIC «I"apant». XI'UK.

6. Poccuiickas ®epnepauns. 3akoHbl. O TOpSAIKE PacCMOTPEHUA
oOpamenuii rpaxnaad Poccuiickoit  ®enepaunu ot 02.05.2006 Ne 59-03 :
[penepanbhblii 3akoH : mpuHAT ['oc. Jymoit 21 anp. 2006 r.] // CIIC «I"apanT».
XTUK.

1. Poccuiickas @enepauns. 3akoHbl. O cHCTEME TOCYIapCTBEHHOU
cyx0bl Tpaxaan  Poccmiickoit  @enmepanuu ot 27.05.2003 Ne 58-03
[benepanbhbiii 3akoH : mpuHAT [oc. Jymo# 21 amp. 2006 1., u3MeH. oOT
06.12.2011] // CTIC «I"apant». XI'MK.

8. Poccuiickass @enepauusi. 3akoHbl. O sa3bikax HaponoB Poccuiickoi
®enepanuu oT 25.10.1991 Ne 1807-1 : [dbenepanbhblii 3aK0H : ipuHAT ['oc. Jymoii
21 amp. 2006 1., u3men. ot 06.12.2011] // CIIC «I"apant». XT'UK.

Q. Poccuiickas ®denepanus. 3akonsl. O0 oOecrieyeHun JgocTyna K
uHpopMalMu O  JEATEIBHOCTH T'OCYJapCTBEHHBIX OPraHOB M OPraHoOB
MectHOro camoynpasienuss oT 09.02.2009 Ne 8-D3 : [PpenepanbHblii 3aKOH :
npunat ['oc. J{ymoii 21 saB. 2009 1.] // CIIC «I"apant». XI'UK.

10. Poccuiickass ®@eneparusi. 3akonsl. O0 apxuBHOM jeie B Poccuiickoit
®enepauuu ot 22.10.2004 Ne 125-D3: [(penepanbHbiii 3aK0oH : TpuHAT ['oc. Jlymoii
1 okTt. 2004 r., u3meH. ot 04.12.2006] // CIIC «I"apanT». XT'UK.

11. Poccuiickas deneparlusi. 3aKOHBI. 06 nHpopMaruu,
WHOOPMAITMOHHBIX TEXHOJOTUAX U O 3ammure uHbopmaruu ot 25.07.2006 Ne
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149-@3 : [benepanbublii 3akoH : ipuHAT ['oc. lymoii 14 utons. 2006 r., u3mMeH. ot
06.04.2011] // CIIC «I"apant». XI'UK.

12. Poccuiickass @enepanus. [Ipesunent. O0 ytBepxkaenuu I[lomoxeHus
O TEpPCOHAIBHBIX JAHHBIX TOCYJApPCTBEHHOTO TPa)XJaHCKOIO CIIY>KalleTro
Poccuiickon @enepanuu U BEACHUU €ro JIMYHOro nena : Yka3 Ilpesugenra Poc.
®deneparuu ot 30.05.2005 Ne 609 // CIIC «I"apanT». XT'UK.

13. Poccniickas @enepanus. [IpaButensctBo. O NOpsIAKE YTBEPXKICHUS
Eaunoro tapudHo-kBanudUKAIMOHHOTO CIpaBOYHUKAa paboT u mpodeccuit
pabouux, €IUHOTrO KBTI (PUKALTLOHHOTO CIIpaBOYHUKA JNOJKHOCTEN

PYKOBOAMTEINEH, CIEIMATIMCTOB M CIy)KallluX: MocTaHoBiieHue [lpaBurenncTBa
Poc. ®eneparm ot 31.10.2002 Ne 767 (B pea. ot 20.12.2003 roma Ne 766) //
CIIC «I"apanT». XI'UK.

14. Poccuiickas ®enepaums. IlpaBurensctBo. IlpaBmiia BeaeHus wu
XpaHEHUs TPYAOBBIX KHUMXEK, M3TOTOBJICHHS OJIAHKOB TPYJOBOM KHIXKKUA U
obecrieueHuss HMH pabortojareneii: mocraHoBieHue IIpaBurennctBa Poc.
Oeneparuun ot 16.04.2003 Ne 225 (B pen. ot 19.05.2008 roga Ne 373) // CIIC
«I"apant». XT'UK.

15. Poccuiickas ®@enepanus. [IpaButensctBo. O XpaHEHUH TOKYMEHTOB
0 JUYHOMY cocTaBy: pacnopsbkenue IlpaBurenbctBa Poc. ®Depepanmuu  oT
23.04.1992 No 781-p // CIIC «I"apant». XI'HUK.

16. Poccuiickas denepanns. MunucrepcrBo Ttyaa. KpamudukannoHHbBIN
CIIPAaBOYHUK JIOJDKHOCTEN PYKOBOJIMTENEH, CIIEIUATIUCTOB U APYTUX CIIyXKallUX:
noctaHoBiienne MunucrepctBa Tpyna Poc. denepamuu ot 21.08.1998 Ne 37 (B
pea. ot 29.04.2008) // CIIC «I"apant». XI'MK.

17, Poccuiickas ®enepauuss. MunucrepctBo Tyaa. OO0  yTBep»KIeHUU
UHCTPYKIIMK TI0  3aIOJHEHUIO TPYAOBBIX KHIDKEK: MTOCTAHOBJICHHE
MunucrepctBa Tpyaa Poc. ®enepamuu ot 10.10.2003 Ne 69 // CIIC «I"apant».
XTUK.

18. I'OCT P 7.0.97-2016 «Cucrema craHaapToB M0 HH(pOpMaLuH,
OuOMMOTEUHOMY W H3AaTelbckoMy Jneny. OpraHu3alMOHHO-PacHopsaIuTeIbHasS
nokymeHranus. TpeboBanus K opopMIICHHIO TOKyMeHTOBY» . — Bea. 2018-07-01 //
CIIC «I"apanT». XT'UK.

19. I'OCT P 6.30-2003. YHuduimpoBaHHbleé CHUCTEMbl JTOKYMEHTAIIUU.
YuudummpoBannas cucrema OpraHn3alUOHHO-PACTIOPSAAUTEILHON
nokymeHTanuu. TpeOoBaHus kK opopmiieHHIO JoKyMeHTOB. — Beea. 2003-07-01//
CIIC «I"apanT». XT'UK.

20. ['OCT P UCO 15489-1-2007. Cuctema ctaHIapTOB 10 MUH(OpMAIUH,
OMOJIMOTEUHOMY W H3JaTeIbCKOMY JeNly. YTpaBiieHHe aokymeHTamu. OO1iue
tpedoBanus. — Been. 2007-07-01 // CIIC «I"apant». XI'UK.

21. Tpynosoii konekc Poccuiickorr ®Denepaunu ot 30.12.2001 1. Ne
197-®d3 (pen. na 22.11.2011 ropa Ne 334-03) // CIIC «I"apant». XT'UK.

22. Metoauyeckue peKOMEHJAlUM 1O pa3padOTKe WHCTPYKIUNA 10
JIEIOTIPOU3BOICTBY B (peepaldbHBIX OpraHax WCIOIHUTEIbHOM BiacTH (YTB.
npukazom PocapxuBa ot 23 nexadps 2009 r. Ne 76). — 2009. — 80 c.
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23. OcHOBHbIE TpaBWJIa pabOThl AapXMBOB OpraHum3zammii. — M.
Pocapxus, BHUNJA/, 2002. —152 c.

24, [lepeueHb THUIOBBIX YIPABICHUYECKUX APXUBHBIX JIOKYMEHTOB,
o0Opa3yloluxcs B Mpolecce ACSITENbHOCTH TOCYAapCTBEHHBIX OPraHOB, OpPraHOB
MECTHOTO CaMOYIIPAaBJIEHUSI W OpraHu3alui, C yKa3aHUEM CPOKOB XpPaHECHUS. —
M. : Pocapxus, BHUNJA/, 2010.

25. [IpaBuna NEIONPOU3BOIACTBA B benepaibHbIX opraHax
UCIIOJHUTENbHOM BiacTtu (yTB. moctaHoBieHueM IlpaButenscTtBa Poccuiickoi
deneparuu oT 15 urons 2009 1. Ne 477; uzm. u gomn. ot 07 centsiops 2011 r.).

26. [IpaBui1 opraHM3allii  XpaHEHWs, KOMIUIEKTOBAaHMS, YYé€Ta U
UCIIONIb30BaHUsl JIOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit ®epeparmun u
JPYTUX apXUBHBIX JOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BJIACTH, OpraHax
MECTHOTO CaMOYIpaBJIEHUS W OpraHu3auusax (yTB. HpHKazoM MuHucTepcTBa
KyJabTypbl PO Ne 526 ot 31.03.2015).

217, Pa3paboTka HOPMAaTUBHBIX JOKYMEHTOB IO JOKYMEHTallUOHHOMY
obecnieueHuto yrnpanienus. Pekomenaarnuu. M., BHUNIA L, 2007. — 264 c.

6.2. Pecypchbl MH(pOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEpHET)

B coorBercTBUM €  JUIEH3UOHHBIMU  HOpMaTHBaMH  OOecreueHUus
OuOMMOTEeUHO-MH(GOPMAIIMOHHBIMU ~ pecypcaMu  OHOIMOTeKa  OpraHu3yeT
VH/MBHU1YaJIbHbII HEOTPAHUYEHHBIN JOCTYH U3 JII0OOOM TOUYKHU, B KOTOPOIH UMeEeTCs
noctyn K cetu MHTEepHET, K yueOHbIM MaTepuaigam DJIEKTPOHHO-OMOIMOTEUHbBIX
cucrem (ObC):

1. OBC «YnuBepcuterckas Oubinorexka onnaiin». MzmarensctBo: OO0
«HexcMemunay. IlpunamiexHocTh croponHsss. Www.biblioclub.ru. Komudectro
karouerd  (mosp3oBateneit): 100% on-line. Xapakrepuctuku OUOIHMOTEYHOTO
dboHAa, HOCTyNn K KOTOPOMY MPEIOCTAaBISIETCS TOTOBOPOM: JOCTYH K 0a30BOM
yactu ObC.

2. ObC «UM3narenscTBO Ilnanera My3bIKH». DJIEKTPOHHO-OMOIMOTEUHAS
cucreMma OOO «M3narenbctBo IIJTAHETA MY3bBIKN». IlpuHaaiexxHOCTh
cropoHHsis. WWw.e.lanbook.com. KomuuectBo kmtoueit (mosb3oBareseit): 100%
on-line. Xapakrtepuctuku OuOmMoTeYHOro (OHAA, JOCTYl K KOTOPOMY
IPEIOCTABIISETCS JOTOBOPOM: JIOCTYI K KoJleKuusM: «My3bika u Teatpy», «baer.
Tanen. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KynpTypa». baza JlaHHbIX DneKTpoHHas
Cucrema «KynbTypay. [IpuHamiexxHocTs cTopoHHss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKHil roCyAapCTBEHHBI HMHCTHUTYT HCKYCCTB H
KYJIBTYpbI (3J€KTPOHHBIN KaTajor). MexayHapoHasi acColMalMsl MOoJab30BaTenei
U pa3pabOTYUMKOB JJICKTPOHHBIX OMOJMOTEK MW HOBBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTUI (accouunanus OBHUT). [IprHaaIEeKHOCTH CTOPOHHSIS.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHass Oubnunoreka. OOO Hayunas
JJIeKTpoHHast OubamoTeka. IlpuHammexxHocTh cTopoHHss.  http://elibrary.ru/
JIunensnonnoe cormamienue Ne 13863 ot 03.10.2013 r. — 6GeccpoyHo.
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6. DnekTponHo-6ubmmoreunas cucrema ®I'bOY BO «XTUK». ®I'6OY BO
«XT'UK». IIprHaaIe)KHOCTH coOCTBEHHasl. JloxanbHbIN NOCTYII.
http://carta.hgiik.ru. ITpukas no Mactutyty Ne 213-06 ot 07.10.2013 .

7. EnuHoe OKHO JocTyna K 00pa3oBaTeNbHBIM pecypcaM. DIEKTpOHHAas
oubnuorexka. ®I'AY 'HUU UTT «Uudopmuka», MunucrepctBo oOpa3oBaHus U
HAYKH PO. [TpuHamIeKHOCTH CTOPOHHSIS. CB00OOTHBIH JTOCTYII.
http://window.edu.ru

8. Emunas xomnexuust Ludpossix OOpazoBarenbhbix PecypcoB. ®I'AY
['HUN UTT «Uudopmukay. [IpunaniexkHOCTs cTOpoHHsSA. CBOOOIHBIN JTOCTYIL.
http://school-collection.edu.ru

9. ®epepanbHblil IEHTP HWHGOPMALMOHHO-00PA30BATEIBHBIX PECYPCOB.
®denepanpHblii IEeHTp HMHPOpPMAIMOHHO - 00pa3oBaTelbHBIX pecypcoB, PI'AY
'HUN UTT «udopmuka». [IpunaanexHocTs cTopoHHSsA. CBOOOAHBIN TOCTYII.
http://fcior.edu.ru

JUIs. TOATOTOBKM HAay4dHBIX paldOT oOOydaromuecss MOTyT HCIOJb30BaTh
MOJIHOTEKCTOBYIO 0a3y naHHbix Web of Science. Pexxum goctyna: 31€KTpOHHBIH,
U3 BHYTpeHHeH cetn nHCcTUTyTa. OduimansHeii cait: webofknowledge.com

IIpodeccnonanbuble 0a3bl JaHHBIX, MH(OPMANMOHHbIC CIPAaBOYHbIE
cucTreMbl u pecypcsl UHTEpHET CBOOOIHOIO 10CTYyNA

10. https://www.kadrovik-praktik.ru/MatKadr - cBOOOTHO
pacmpocTpaHseMble  CIpaBOYHBIC  Oa3bl JaHHBIX 10  KaJPOBOMY
JETONPOHU3BOICTBY.

11. https://www.eos.ru/eos_delopr/ - cBoboaHO  pacmpocTpaHsemas
UH(POPMAIIMOHHAS CIIPaBOYHAs CHCTEMa IO BOMPOCAM OpraHM3alud PabOThI ¢
JTOKYMCHTaMH, aBTOMATH3AIMH JICTIONIPOU3BO/ICTBA, 3ICKTPOHHOTO

JOKYMEHTOO00pOTa, apXUBHOTO JeTIa.

12. http://base.garant.ru - cipaBouHas npaBoBas cuctema «I"apanT».

13. http://lwww.top-personal.ru/ - ¢cBoOOIHO pacHpOCTpaHIEMbIii HHTCPHET
pecypc, TPEACTABISIONIMNA JOCTYN K JKypHajdaMm «YTpaBJICHUE MEPCOHATIOM),
«TpynoBoe mpaBo», «AJIMHUHUCTPATHBHOE MPaBoO», «JleIOMPOU3BOACTBOY,
«CekpeTapckoe Aeoy.

14. http://delo-up.ru - cBobGogHO pacmnpocTpaHseMas HHGOPMAIIMOHHAS
cripaBouyHas 0a3a, MPEICTABIIAIONIAS JOCTYN K OOpas3laM pas3uYHbIX BHJIOB
JOKYMEHTOB M QJITOPUTMYy JTOKYMEHTHPOBAHUS PAa3JIUYHBIX YIPABICHUCCKUX
OTIepaIvi.

15. www.docdelo.ru - cBoOoaHO pacmpocTpansieMas HHGOPMAIMOHHAS
cpaBoyHas 0a3a, MPEICTABIAIONIAS JOCTYIl K 0oOpaslmaM pas3IdYHBIX BHIOB
JOKYMEHTOB M AJTOPUTMY JOKYMEHTHPOBAHHS PAa3IHYHBIX YIPaBICHUCCKUX
OTIepaLvN.

6.3. UudopmanmoHHbIe TEXHOJI0THH, IPOrPaAMMHOE oO0eclieyeHue u
nH(OPMALIMOHHBbIE CIIPABOYHbIE CHCTEMbI
[Iporpammuo-uHbOpMaMOHHOE  oOecrieyeHrue  y4yeOHoro  mporiecca
COOTBETCTBYET TpeOOBAHUIM benepanbHOTO roCyJ1apCTBEHHOTO

o0pa30BaTeILHOTO CTaHAapTa.
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JInst mpoBeaeHus 3aHATUIM JIEKUMOHHOTO THIA, 3aHATHN CEMUHAPCKOTO THUIIA,
3aHITHI MPAKTUIECKOTO THIA, TPYNIOBBIX KOHCYJIBTAIMMA, TEKYIEro KOHTPOJIS 1
MPOMEKYTOUYHON  aTTeCcTalldd  HMCIHOJB3YeTCs  CICAyIoIee  IpOrpaMMHOE
obecrieueHue:

— JINIIEH3UOHHOE MPONPUETAPHOE MPOTPaMMHOE 00ecIIeueHuE:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomat:. Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B cocTaB makera BXOJST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOTHO pacmpocTpaHsIeMOoe IPOrpaMMHOE 00ECTICUCHHE:

1. wabop o¢ucHsIx mporpamm Libre Office

2. ayauonpourpsiBatenab AIMP

3. BuaeonpowurpeiBaTens Windows Media Classic

4. untepHeT-Opaysep Chrome.

JIJist caMOCTOSITENIbHON MOATOTOBKU CTYJIGHTOB K 3aHITHUSM 1O JUCIUIUIMHE
TpeOyeTcs oOpaieHue K mnporpamMmHoMy obecredenuio Microsoft Windows,
Microsoft Office, B Tom umciie 1S MOATOTOBKH MYJIBTUMEIUHHBIX MIPE3CHTAIIMM
0 TeMaM CeMHHapoB B mporpamme PowerPoint. [Iyis co3maHus KOHEYHBIX HE
peIaKTUPYEMBIX BepCHll JOKYMEHTa peKOMEHIyeTcsl Ucmoyib3oBaTh Acrobat X Pro,
Bxoaanmii B coctaB makera Adobe Creative Suite 6 Master Collection.

[Ipy wW3ydeHMM JUCHUIUIMHBI OOyYaroIIMecs WMMEIOT BO3MOXHOCTH
WCITOJIB30BaHUsI MH(OPMAIIMOHHO-CIIPaBOYHBIX cucteM «Kynbrypay u «['apanTy,
Bcepoccuiickyro OTpPaciEBYIO CIIPABOYHYIO CUCTEMY «udopmuoy,
pedepaTUBHBIX U OUOIMOMETPUYECKUX 0a3 JAaHHBIX PELEH3UPYEMOU JHUTEpaTypbl
Web of Science u SCopus, B COOTBETCTBUH € 3aKJIIOYCHHBIMH JOTOBOPAMH.

Ha Bcex koMmmpioTepax B MHCTUTYTE YCTAHOBJICHO JIMIICH3UMOHHOE
aHTUBHPYCHOE TporpamMmHoe obOecneuenne Kaspesky Endpoint  Security.
HeobxoaumbiM yciioBueM WH()OPMAIMOHHONW O€30MaCHOCTH WHCTUTYTA SIBISICTCS
oOs3aTeNbHAs TPOBEpKa HA HAJIWYME BUPYCOB BHENIHUX HOCHUTENEH Mepes uX
ucrob30BaHueM ¢ momoinbto Kaspesky Endpoint Security.

[TepeuriciieHHOE TpOrpaMMHOE o0OecrieueHne OOHOBIISETCS TI0O MEpPE BBIXO/1a
HOBBIX BEPCUH IPOrPaMM B PAMKax COOTBETCTBYIOLIMX JIULIEH3UN U COIJIALICHUM.

6.4. MatepuaJibHO-TeXHUYECKAasi 0a3a
MarepuaibHO-TEXHUUYECKOE OOeCleYeHne peaim3yeMoul  JUCHUIUIMHBI
COOTBETCTBYET TpeOOBaAHUSIM benepaabHOTO roCcyaapCTBEHHOTO
00pa3oBaTeILHOIO CTaHIapTA.
Jlg mpoBeAeHMS 3aHATHI JICKIIMOHHOTO THUIIA, 3aHATHH CEMHUHAPCKOr0 THUIA,
IPYNIOBBIX W WHAWBHUAYAJbHBIX KOHCYJbTallMil, TEKYIIEro KOHTPOJIS U
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IPOMEXYTOUHOM aTTecTanud B Yy4eOHOM IMpoLecce AaKTHUBHO HCHOJIb3YIOTCS
CIIEYIOIINE CIEeIHATbHBIE TOMEIICHUS:

- y4yeOHblE ayJAUTOPUH, OCHALIEHHBIE CIELHAIM3UPOBAHHON MEOENbIO,
JEMOHCTPALIMOHHBIM ~ 000py/lOBaHUEM (MYJIbTUMEAUUHBIA MpPE3ECHTAIMOHHBIN
KOMILJIEKC B COCTaBe IPOEKTOpPa, JKpaHA, AKTUBHOM aKyCTHMYECKOW CHCTEMBI,
NEPCOHANILHOTO KOMIbIOTEpA) W y4EOHO-HATNIAJHBIMU MocoOusiMu (B T.4. B
anexkTpoHHoM Bujae) (aya. 303 (kommbroTepHbld kiacc), 309 (mabGoparopus
UH(POPMAIIMOHHBIX TEXHOJIOTHIA).

JJist caMoCTOsITeIbHOM pabOThI CTYIEHTOB IIPEIHa3HAUYCHBDI:

- ayn. 209 (udranpHBIM  3a7), O0OOPYIOBaHHBIE MEPCOHAIBHBIMU
KOMIIBIOTEpaMH, 00ECIIEYMBAIOLUIMMH JOCTYIl K 3JEKTPOHHOW HH(OpPMAIMOHHO-
o0pa3oBaTeNnpHOM cpele opraHuzanuu, K cetu «/HTepHEeT», K 3JIEKTPOHHBIM
OMOJIMOTEUHBIM CHUCTEMAaM.

[Tomemenne mans XpaHeHUS W MOPOPHIAKTHUECKOTO OOCTYKUBAHUS
y4yebHoro obopynoBanus (aya. 03, 122).

[Ipn HEOOXOAMMOCTH B Y4YEOHOM TMPOILIECCE HCIONB3YIOTCS KOMIUIEKTHI
MEPEHOCHBIX JIEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce kommbroTepbl UHCTHTYTAa 00BEIUHEHBI B JOKAIBHYIO CETh, C KaXJI0TO
U3 HUX BO3MOKEH BBIXOJ B I0OanbHyI0 ceTb MHTepHeT. UHCTUTYT HMCTOIB3yeT
BBIJICJICHHBI KaHal co ckopocthio 10 MO6/c. [Jlns CTyneHTOB HMeeTcs
BO3MOKHOCTh BBIXOJa B CeTh MHTEpHET ¢ MOOWJIBHBIX YCTPOMCTB MOCPEICTBOM
cetu WiFi, koTopas ycraHoBiieHa B yuTainbHOM 3aiie UHCcTUTYTA.

[IpoBenenue JAeKIMNA MO AUCIUILUIMHE COMPOBOXKIAETCS HCIOJIH30BAHUEM B
KayecTBE y4eOHO-HATIISITHBIX MaTepUajIOB ClIalI-TIPEe3CHTAUSIMU

7. BOCIIMTATEJIBHAS PABOTA

Bocnutanue — oOywarommxcsi  MPU  OCBOCHMM  MMHU  OCHOBHBIX
npodeccHoHaNbHbIX ~ 0Opa3oBaTenbHbIX  mporpamMm  (mamee —  OIIOII)
OCYIIECTBJISIETCS. HA OCHOBE paboueil MpOorpaMMbl BOCIIMTAHMS U KaJICHIAPHOTO
IJIaHa BOCTIMTATENbHOM paboThl, BKitouaeMmbix B OITOII.

Ilens BocmuTaTenbHOM pabOTBI — CO3MAHHE YCIOBUW [JIi AKTHUBHOM
KU3BHENICATEIIbHOCTH  00yYalolmuxcsi, WX TPaXTAHCKOTO CaMOOMpeeIeHus,
poecCUOHATEHOTO CTaHOBJICHUS 151 VH/INBUA1Y AJIBHO-JIMYHOCTHOM

camMopeanu3alMi B  CO3MJATEIbHOM  JAESATENBHOCTH ISl yJIOBJIETBOPEHHS
NOTPeOHOCTEN B HPABCTBEHHOM, KYJbTYPHOM, UHTEIJIEKTYaIbHOM, COLIMAIBHOM U
po¢eCCUOHAIBHOM Pa3BUTHUH.

3amauyn  BOCHUTATENbHOM  paboOThl:  pa3BUTHE  MHUPOBO33PEHUS U
aKTyalau3alus CUCTEMbl 0a30BbIX LEHHOCTEH JIMYHOCTH, NPHUOOIIEHHE K
0OILIEYeIOBEYECKUM HOPMaM MOpaji, HAllMOHAIBHBIM YCTOSIM U aKaJeMUYECKUM
TpaJMLIMsAM; BOCIHUTAHUE YBAXKEHUSI K 3aKOHY, HOpPMaM KOJUIEKTUBHOW >KH3HHU,
pa3BUTHE TPAKIAHCKOM M  COLMAJIBHOW  OTBETCTBEHHOCTH;  BOCIIUTaHUE
MOJIOKUTEIBHOTO OTHOLIEHUS K Tpyay, (OpMHUpPOBaHHME KYyJIbTYypbl U 3TUKU

npodeccuoHanbHOTO0  00mIeHUs;  (GOPMHUPOBAHWE  JTUYHOCTHBIX  KAdecTB,
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HEOOXOIUMBIX Ui 3PPEKTUBHOIN MPODHecCHOHANBEHON AESITETbHOCTH; BOCIIUTAaHUE
BHYTpPEHHEH MOTPeOHOCTU JIMYHOCTU B 3J0POBOM 00pa3e >KU3HH, OTBETCTBEHHOTO
OTHOIIIEHUSI K TPUPOJHOW U COIMOKYJIBTYPHOM Cpele; TOBBIIMIEHUE YpPOBHS
KYJITYpBI O€30MIaCHOTO TIOBEACHUSI.

Ocobennoctn u Tpaauuuu HWHCTHTYTa OOYCJIOBIMBAIOT —CIIEAYIOLIHE

OCHOBHBIC  HAIlpaBJICHUS  BOCIUTATEIBHOM  pabOThl:  MATPUOTHYECKOE,
rpaXKJaHCKOE,  JYXOBHO-HPABCTBEHHOE,  KYJIbTYPHO-TBOpPYECKOE,  HAy4yHO-
oOpa3oBaTenbHOE, podecCuoHaANbHO-TPYIO0BOE, BOJIOHTEPCKOE

(10OpOBOJIBUECKOE),  DKOJIOTUYECKOE,  (u3nyeckoe. Buapl  nesTenbHOCTH
oOyyarolmuxcss B BOCIUTATENbHON CHCTEME O0O0pa30BaTEIbHOM OpraHU3alUU:
IPOEKTHAs JIEATEIbHOCTh (KAaK KOJUIEKTMBHOE TBOPYECKOE JIEJ0), BOJOHTEpPCKAs
NEeATEIbHOCTh,  y4€OHO-HCCIIEOBATENbCKAasl W HAyYHO-HCCIIEJOBATEIbCKas
JEATENBHOCTD, TI0CYTOBas, TBOPYECKASI U COLUAIBHO-KYJIbTypHAs AEATEIbHOCTD U
Ap.

BocnurarenpHblii NOTEHIMAT Y4EOHO-MCCIEAOBATEIbCKOM UM HAy4HO-
WCCIICIOBATEIIbCKON  JIESITENIBHOCTH  PEAIM3YETCA B MPOLECCE  Pa3BUTHUSA
UCCIIEIOBATEILCKON KOMIIETEHTHOCTH 00y4aroluXcsl Ha MPOTSHKEHUH BCETO CPOKa
ux obyuenuss B  HWHctutyre.  Pe3ynbrarhl = CTyJAEHUECKOH  Hay4yHO-
UCCIIEIOBATENbCKON AESITENbHOCTA MPOXOJAT anpoOaliio B paMKax HAy4yHBIX U
HAYYHO-TIPAKTUUYECKUX KOH(EpPEHLIUH pa3inuyHOro YpOBHA, B T.4. KOH(pEpEHLUH,
OpraHU30BaHHBIX THCTUTYTOM.

ConuanbHO-KYJIBTypHasT ¥ TBOpYECKass JEATEIbHOCTh OOy4YaroluXCs
peanusyercs NpU OpraHU3alMM M [POBEJCHUU 3HAYMMBIX COOBITHH U
MEpOIIPUATHN I'PaKIaHCKO-TIATPUOTHYECKOM, Hay4YHO-HMCCIEN0BATENBCKOM,
COLIMOKYJBTYPHOH W  (DU3KYJIBTYPHO-CIIOPTUBHON  HANpaBlIeHHOCTU. Bumbl
TBOPYECKOW  NIEeATeNbHOCTH oOyuvaronmmxcs B HMHCTUTyTE:  My3BIKalIbHOE
TBOPYECTBO, XOpeorpaduyeckoe TBOPUECTBO, T€ATPaIbHOE TBOPYECTBO, HAYYHOE
TBOPYECTBO, MEIUANPOEKTHI U JP.

BonoHTtepckas AesTenbHOCTh O0YUYaIOMIMXCS — UPOKUN KPYT HapaBJICHHUMA
CO3MJIaTEIbHON JEATEIbHOCTH, BKIIOYAIOMINNA pa3iuyHble (OPMBI IPaskJaHCKOTO
yuactus. [lo umHMIMaThBe OOy4aroUMXcs M TNPU UX AaKTUBHOM Y4YacTHH B
WHCTUTYTE OCYIIECTBISET CBOIO AESATEIBHOCTD T0OPOBOIBUECKHUM OTps «MBbI».

Peanuzanuio PaGoueit mporpaMmbl BOCHHUTAHHS TOMOTAaeT 00ECIeurBaTh
B3aMMOJICHCTBHE C pa3jIMYHBIMH COLMAIBHBIMH HMHCTUTYTaMH, CyOBbEKTaMu
BocnuTtanua. (Oco0oe 3HaueHuWe /s BOCIMTATEIBHOIO IIpolecca HMEET
OpraHu3alys MNPAaKTUYECKOW NeATeIbHOCTH OOyYaroumxcsl C IEeNbl0 Pa3BUTHA
npo(ecCUOHANbHBIX KOMMETEHIMH B ycioBusX WMHCTHUTYyTa W NPOQPUIBHBIX
YUYPEKIACHUN U OpraHU3aLUin.

8. OCOBEHHOCTHU OBYYEHUSA NHBAJINIOB U JILI C
OI'PAHUYEHHBIMHA BO3MOXHOCTAMMU 310POBbA

B npouecce nzydeHuss AMCUUILUIMHBI U OCYIIECTBJICHUS MPOLEAYP TEKYILETrOo
KOHTPOJISI YCIIEBAEMOCTH W MPOMEKYTOYHOM aTTECTAllM WHBAJIUJIOB WU JIUI[ C
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OTPAaHUYCHHBIMA BO3MOXXHOCTSIMH 3JI0POBBSl TPUMEHSIFOTCS aallTUPOBAHHBIC
dbopMbpl  00y4YeHHS € YYETOM HHIWBHAYAIBHBIX TCHUXO(PU3NOIOTHICCKUX
0COOECHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU M  HMHBAJIHUJIOB
OpraHU3yeTcsi KaK COBMECTHO C JPYTMMHU OOYyYArOUIMMHUCS Ha JICKIHOHHBIX H
MPAKTUYECKUX 3aHITHUSIX, TaK U 110 HHIUBUYyAIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIIaHWH, a TAKXKE BO BPEMSI CIaud Pa3IudHbIX (OPM MPOMEKYTOUHOU
U TOCYJIapCTBEHHON MTOTrOBOW aTTecTaluu B MHCTUTYTE CO3/1aHbl HEOOXOIUMBIE
yCJIOBHSI Il OKa3aHWs TEXHWYECKOM TIOMOIIM MHBaNUAaM ¢ JIMIAM C
OTPaHUYCHHBIMUA BO3MOYKHOCTSMH 3JI0pOBbsl (TP HEOOXOJAMMOCTU MOKET OBITh
JIOMYIIIEHO MPUCYTCTBHE B AayJUTOPUU AaCCHUCTEHTOB, COINPOBOXKIAIOIINUX JIMII,
cO0aKU-MOBOJBIPSA U T.I1.).

OOyuaromuecss W3 4YuClIa WHBAJUMAOB M JUIl C OrPAaHUYCHHBIMHU
BO3MOXXHOCTSIMU 3JI0POBbsl, MPU HEOOXOJAMMOCTH, MOTYT OBITh OOECIECUCHbI
AJICKTPOHHBIMH W TI€YaTHBIMH OOpa30BaTEIbHBIMH pPECypcaMH C yYeTOM HUX
WHIUBUIYAIbHBIX TOTpeOHOCTEN. g peanu3anuu  JOCTYINHOM Cpeabl IpHu
HEOOXOJAMMOCTA B Y4YEOHOM IIpPOIIECCE MOTYT OBbITh 3aJ€HCTBOBAHbBI JIOKYMEHT-
KaMmepa JUisl YBEJIMYEHUS! TEKCTOBBIX (PparMEHTOB U M300pakKeHWUW (A JUI] C
HapYILIEHUSMU  3pPEHHs) ©  TEPEeHOCHAs  UHIYKIMOHHAs  CHUCTeMa IS
crmabocnpimamux «Mctok» A2 cO BCTPOCHHBIM IIJICEPOM — 3BYKOBBIM
uH(pOpMaTOPOM.

ObC  «YHuBepcuterckas  OuOIMOTEKa  OHJAWH»  MPEJOCTaBIISET
obyuarommumcss ¢ OB3 (mo 3peHuro) psja BO3MOXKHOCTEH 11 OOeCIeueHHs
s dexTrBHOCTH mporiecca oOyuenus. [Ipu ureHum macmTad cTpaHUIBl caiiTa
MOXHO YBEJIMYUTh C IMOMOIIBIO CHEIHAJIBHOTO 3HAYKA HA TJIaBHOW CTpaHUIIE.
MOXHO WCMOJb30BaTh TIOJHOIKPAHHBIA PEKAM OTOOpaKEHWUS KHUTH WM
BKJIIOUYWTHh O3BYYMBAHUE HEMOCPEJCTBEHHO C CaillTa MpU MOMOIIM Mporpamm
AKpPAHHOTO AocTymna (Hanpumep, Jaws , «Balabolka»). CkaunBaembie pparMeHThI B
dbopmare pdf, wumerommMe BHICOKOE KayeCTBO, MOTYT  HCIOJIb30BaThCs
tudronporpaMmMamMu ISl TOJIOCOBOTO O3BYYMBAHHUS TEKCTOB, MOTYT OBITh
3arpy>keHbl B THU(JIOMIIEEphl, a TaK)Ke CKOMMPOBAHBI Ha JIIO0OE YCTPOMCTBO JIs
KOM(OPTHOTO UTEHUS.

CepBuc OBC «lluTaTHUK» TOMOTaeT IOJb30BATEII0 M3BJEYb LIMTATy U
aBTOMATUYECKH (POPMUPYET KOPPEKTHYIO OubOImorpaduyecKkyro CChUIKY, YTO
OCOOEHHO aKTYyaJlbHO HJIsl JIUI] C OTPAaHUYEHHBIMH BO3MOXXHOCTSMH U 0OJierdaeT
MPOLIECC HAMKMCAHUSI KypCOBOM WJIM BBIITYCKHOM KBAIM(PUKALMOHHON paOOTHI.

Jlist moAroToBKU K 3aHATHSAM oOyuaromuecss ¢ OB3 (mo 3penuto) moryt
UCIONIb30BaTh MOOWIbHOE mnpuinoxenne OBC «Jlanp», mpenHasHadeHHoOe IS
O3BYYHMBAHHUS TEKCTa KHWUTH. PeXMM JocTyma: SJIEKTPOHHBIM, TPHIIOKCHHUEC
CKauyuBaeTcsd 00y4arouuMcsl CaMOCTOATENBHO ¢ caifTa e.lanbook.ru, HeoOxoaumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B DbC «Jlanby. Hcnonaszyercss ¢cBOOOAHO
pacrnpocTpaHseMas mporpaMmma sKpaHHoro goctyma Nvda.

[TogpobHee 00 opraHu3au JOCTYIMHOW CpPEIbl CM. COOTBETCTBYIOIIMMA
paszzie’ OCHOBHOM MpodeccruoHaIbHOM 00pa30BaTEIbHON MTPOTPAMMBI.
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